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Perspective User’s Guide Welcome to Perspective

Welcome to Perspective by Resolver

Welcome to Perspective by Resolver™, the industry leader in Incident Reporting and Investigation
Management software. Perspective by Resolver is an end-to-end Incident Management solution
that covers everything from response and documentation, through to investigation, and analysis.
You can intelligently action and query your data for trending, risk mitigation, and planning. Then,
with the ability to assess what's happening and its potential impact, you can make informed
decisions that optimize performance, and illustrate the effectiveness of your security operation.
Perspective is available in the following four editions:

e AIR: Activity & Incident Reporting Software

e SOC: Security Operations Center Software

e ICM: Investigation & Case Management Software

e EIM: Enterprise Incident Management Software
These four Perspective editions offer just the right level of functionality for your specific incident
management needs. Throughout this guide, variances in feature and functionality between the
four editions are specifically identified. All screenshots reflect the EIM version of Perspective. Note
that your Perspective system may not look identical to the sample system described in this guide;
your system may be customized with field labels, lookup list options, and user defined fields that

are unique to your organization.

Note: Investigation Management is only available in the ICM and EIM Editions of Perspective.

m © Resolver Inc. Confidential. Do not distribute. Page 1 of 354
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Accessing Perspective

1. Ensure Compatibility View is turned off in Internet Explorer:
a. Click the gear icon in the top right of the browser.
b. Click Compatibility View Settings.
c. Ensure the Display intranet sites in Compatibility View checkbox is unchecked.

d. Click Close.

@ Change Compatibility View Settings

A

Add this website:

| resalver.com

Websites you've added to Compatibility View:

[ | Display intranet sites in Compatibility View
IUse Microsoft compatibility lists
Learn mare by reading the Internet Explorer privacy statement

2. Navigate to your Perspective Services URL:

For On Premise customers: https.//<servername>/PerspectiveServices. <servername>
refers to the Perspective Web server installed during the installation of Perspective.

m © Resolver Inc. Confidential. Do not distribute. Page 2 of 354
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For Hosted customers: https.//<businessID>.myincidents.com/perspective/

3. Click the Perspective icon.

PERSPLECTIVE:

RO®O

Perspective Dispatch Dashboard Portal

Incidents & Investigation Managing Events in Real Time Personalized Visual Metrics Web based Security Central

4. If launching for the first time, do the following steps (otherwise, skip to step 4):
a. Inthe Security Warning window, click Run.

b. Enter your Business ID, then click Save.

P:  Perspective Online Business ID Info

your Business 10

DEFALLT

Save Cancel

c. Click the 'Q' Settings icon.

d. Confirm the URL entered in the Service URL field is correct. If not, enter your

Perspective Services URL as shown in step 2.

m © Resolver Inc. Confidential. Do not distribute. Page 3 of 354
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Perspective Setup
Perspective EIM

LRL

https ./ /example myincidents.com/perspective.

Business ID Peizhaze

e.  Confirm the information in the Business ID and Database auto-populated with the

correct information.
f.  Click Test to test your connection.
g. Click OK.

5. Once connected, a Logon window will appear. Enter the User Name and Password assigned
to you by your Administrator.

Note: If your system uses Windows® authentication, the login will be performed automatically.
To switch back to the standard Perspective login, press the F5 key on your keyboard.

6. Click the Logon button.

User Interface

Perspective’s user interface is interactive, which means that it is constructed to match the current
working process (e.g., creating a record, analyzing data, filing a report). While the standard icons
of the Ribbon and the components of the Navigation pane remain constant, the rest of the screen
content changes depending on the currently active Perspective component selected from the

Navigation pane.
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Perspective’s user interface consists of the following broad parts:

1.

The Ribbon: Locates the most frequently used general administration, navigation, help, and
search tools.

In the Data Forms component, the Visual Analysis icon is added. Visual Analysis assists by
visually representing relationships between the records stored in Perspective’s database.
In the Analysis Expert component, the Ribbon is populated with an additional set of icons
that perform saving, adding, cloning, deletion, sharing, and execution of queries.

Hide the Ribbon by clicking the & icon on the top right corner (next to the Privacy link).
Click the icon again to show the Ribbon.

To read Perspective’s Privacy Statement, click the Privacy link. To read Perspective's Legal
Notice, click the Legal link.

Navigation pane: Consists of the two major parts: the bottom part allows you to select
different Perspective components (Dashboard, DispatchLog, Analysis Expert, Reports, etc.),
while the top part displays the component-specific navigation options. Using the top part of
the Navigation pane, you will be able to control the workflow within the individual
Perspective components (e.g., open the DispatchLog console, modify the view of your
Perspective records, customize reports, and specify query settings). To hide the Navigation
pane, click the Toggle Navigation Window icon € | on the Ribbon. Click the icon again to
make the pane reappear.

Main screen: Consists of one or more sections and displays the core record data stored in
Perspective (depending on the currently active component). For instance, the main screen in
the Data Forms, and the Gateway components, consists of a Listing pane with a list of
records and a Viewing pane, where data of the record selected in the Listing pane is

displayed.

Status bar: Contains your system and login information, including your username, role, and
your current Perspective's system and connection status (e.g., Connected/Disconnected).
After performing an action on a record, check the status bar at the bottom of the screen for
a confirmation message. The status bar will indicate when Perspective is in the process of
completing an action (e.g., Loading, Saving, Deleting) and also specify if an action is
complete and successful (e.g., Record is successfully saved), or unsuccessful (e.g., Please

provide required fields before saving).
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Perspective EIM
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Main System Components

You can access all of Perspective’s features and functionality from the Navigation pane. Just click
on the buttons to switch between components, and then further explore each component by
clicking on the options displayed.

Note: The components any particular user sees is dependent on that user's privileges and access
rights. Refer to User Privileges and Access Rights section for more information.

Main System Components

Dashboard is Perspective’s opening screen. Use it to track ongoing
Dashboard projects in the Assignments section, and quickly review selected records’
trends and statistics in the Charts area.

Opens a separate DispatchLog console window that assists in centralized
dispatching of officers and organizations. See the Perspective

DispatchLog . ) .
DispatchLog User's Guide on the Resolver Support site for more
information.

Enter, update, and review your Activity, Incident, Case (Perspective ICM and

Data Forms

EIM only), Item, Person, Organization, and Vehicle records in Data Forms.
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Analyze and Use Analysis Expert to query records for specific data, and then turn your
Report results into a printed grid, spreadsheet, chart, or report. Choose from a
number of pre-set reports to generate statistics and analyze trends in your
data. Or use Custom Reports to create your own reports.

Gateway serves as an inbox for all electronically submitted reports.
Gateway Selected users assess each report before accepting it into Perspective or
deleting it from the system.

Designated Administrators use this component to manage system settings,
workgroups, roles, users, officers, auditing, languages, some components
Administration | of the system interface, and visual alerts. The functions of the
Administration component are described in the Perspective Administrator’s
Guide.

Customize visibility of the components by dragging the top border of the component section in
the Navigation pane, or by clicking the configure arrow buttons. This will hide the bottom
components one by one. Click on the pin icon %J to return the hidden component back to the

pane.

~
u_b DispatchLog

a Data Forms
fil Reports

d/o Anallysis Expert

% Gateway |4 Show More Buttons E
¥ Show Fewer Buttons
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User Privileges and Access Rights

Every Perspective user's visibility and access rights are customized by a user, or users, designated
as the Administrator(s).

Some basic users may only be authorized to read and add new records, without any editing,
locking, unlocking, or deleting privileges. The records they are permitted to read may also be
restricted by various security controls, and some forms may not be visible (e.g., Investigations
forms—which is limited to ICM and EIM—or the Controls tab). Furthermore, these basic users may
be restricted from advanced components, such as Analysis Expert or Reports. On the other hand,
highly advanced users may have full access to all system components, forms, fields, and functions.
If you are unable to view a particular component or form, or if you are not permitted to perform a
certain function, it may be a result of your assigned user privileges. For more information on how
data is segregated within Perspective and how user visibility and access rights are assigned, refer

to the Security Layer Overview chapter in the Perspective Administrator's Guide, or, if you possess
appropriate access rights, in the online Admin Help.

Account Settings

Changing Your Password

1. Toinitiate the change of your current account password, click the File icon "L onthe
Ribbon.

2.  Select Change Password.
3. Inthe dialog window, enter your Old Password and your New Password.
4.  Re-enter your new password in the field below to confirm the password configuration.

5. Click OK to save the change and verify your new password.
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- Change Password

"Please enter your old and new passwords, and re-enter the new
password to confirm.”

Old Password |'""'" |
New Password | - |
Re-enter New Password | - |

[ OK%J’ Cancel |

Dashboard Settings

By default, your Dashboard is set to automatically refresh once every minute. You may set your
Dashboard to automatically refresh less frequently or to require manual reloading.

1. Click the Settings icon 7% on the Ribbon. The Settings window will open with the General
tab open by default.

2. To modify how often your Dashboard refreshes, ensure the Automatically Refresh
Dashboard Assignments box is checked, and in the field below, specify how frequently you
would like the Dashboard to refresh (from once every minute to once every sixty minutes).
To set your Dashboard to require manual reloading, uncheck the Automatically Refresh

Dashboard Assignments box.

3. Click Save. At any time, you may click Reset to return your Dashboard to its default refresh
settings.

4.  Restart Perspective (log out, then log back in) to enforce any changes that you have made.

Settings B

General | Shortcut Keys

Automatically Refresh Dashboard Assignments

Refresh Every

1 3 minutes.

[] Enable Grid Accessibilty

Changes require application restart. Reset Cancel
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Shortcut Keys

Shortcut keys enable you to map commonly used Perspective functions to shortcut key
combinations for quick access.

1. Click the Settings icon » on the Ribbon. The Settings window will open.
2. Select the Shortcut Keys tab.
3. For every key you want to change, do the following:

a. Click the function's button.

b. Tap the new key combination you want to use. If the shortcut is being used elsewhere,
you'll be prompted to confirm your selection.

4.  Click Save. At any time, you may click Reset to return your shortcut key settings to their
original system defaults.

The default settings for shortcut keys are as follows:

Shortcut Keys

Function Name Default Key Combination
Global

Navigation Mode Ctrl+N

Ribbon Menus * Alt/F10

Navigation Keys

Go to Data Forms D
Go to DispatchlLog L
Go to Dashboard H
Go to Analysis Expert E
Go to Gateway G
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Go to Administration

Go to Activities

Go to Incidents

Go to Cases

Go to Items

Go to Persons

Go to Organizations

Go to Vehicles

List All Records

Open Quick View

Show Saved Views

Focus on List Pane

Hide List Pane

Change Password

Exit Perspective

Admin Help

User Help

Toggle Navigation Pane

Logoff

Settings

Quick Find

Open Visual Analysis
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About Perspective 0
Hide Ribbon Menu Minus
---------------------------- View Legal Notice F3
View Privacy Policy F2
Go to Client Site F5
Maps F6
Record Details
Save Ctrl +S
Edit Ctrl +E
Merge Ctrl+ U
Add From Source Ctrl+ G
Delete Ctrl + Minus
Add Ctrl + Plus
Cancel Ctrl + K
Create Incident Ctrl +1
Lock/Unlock Ctrl + L
Print Ctrl+P
Send Ctrl+ M
View Record Audit Info Ctrl+D
Focus on Details Tabs Ctrl+F
Back to List Pane Ctrl+B

List Pane
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Select Top Record Ctrl+T
Print List Ctrl+P
""""""""""""""" Sort List Ctrl+0O
Next Page Ctrl + Right Arrow
Last Page Ctrl + Down Arrow

Previous Page

Ctrl + Left Arrow

First Page Ctrl + Up Arrow
Jump to Page Ctrl+1
Focus on Selected Record Ctrl +L

Add * Ctrl + Plus
Edit * Ctrl+E
Focus on Details Tabs * Ctrl+F
Delete * Ctrl + Minus
Controls

Link Record: Open List Ctrl + W
Link Record: Quick View Ctrl+Q
Large Text Field: Spell Check Ctrl+Q
URL Field: Open URL Ctrl+Q
Interview: Toggle Fields Ctrl +F
Analyze and Report

Reports Ctrl +R
Queries Ctrl+Q
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Custom Reports Ctrl+E

* Not configurable or must be set in another section.

Settings @
General | Email | Shoricut Keys |

Global i

Mavigation Mode [ Ctrl + N ]

Ribbon Menus Alt/F10

Navigation Keys

Goto Data Forms

Goto Reports

Go to DispatchLog

Go to Dashboard

Go to Analysis Expert

o

Go to Gateway

[ Resst ] [ Save ] [ Cancel ]

Quick Find Tool

The Quick Find tool is an advanced search that can locate records containing your specified text.
The tool will check text fields across your Perspective database (such as summaries, narratives,
and text attachments) for the words or phrases you enter. The Quick Find attachment indexing
supports the following file formats: .doc, .docx, .docm, .xls, xIsx, .pdf, .txt, .text, .rtf, .sms, .log, .msg,
.wpd, and .wps.

Note: The Quick Find tool requires an indexed database to function properly. Contact your
Perspective Administrator for further information.

1. Click the Quick Find button “\ on the Ribbon.

2. In the Enter Search String field, type the text you want to find. You can customize your
search as follows:

e To search for an exact matching phrase, enclose it in quotation marks.
e To search for records containing two or more words or phrases, join the words or

phrases with the AND operator. For example, if you want to search for records

containing the words black and coat, use the following search string: black AND coat.
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e To search for records containing either one word or phrase or another word or phrase,
join the words or phrases with the OR operator. For example, if you want to search for
records containing either the word laptop or the word computer, use the following
search string: laptop OR computer.

e Use wildcards to search for words and phrases that start, end, or simply contain
particular characters. Perspective’s Quick Find supports the * (asterisk) wildcard as a
substitute for zero or more characters. For example, if you want to search for records
containing words (numbers, names, cities, etc.) that start with san, use the following
search string: ‘'san*'. If you want to search for records with words that contain the
pattern ger, use the following search string: *ger*'.

Note: Previews for matching records found with the help of the wildcards will not be displayed.
e Searches can be customized further using the Fuzziness and Phonetic settings.

e Select a Fuzziness setting (default value is zero; maximum value is 10) to determine how
broadly your search terms will be applied. A higher Fuzziness value will return results
which are less exact than your search text. This can help to discover records even if they
have typos in them. For example, a fuzzy search for 'vehicle’ would include the results
‘vehcile’ or 'vehickle'. Enabling the Fuzziness setting may increase the time it takes to
perform a search.

e Select the Phonetic checkbox to include search results that sound the same as the search
term. This can be helpful when searching for names that sound the same but have
different spellings (e.g., Aaron/Erin, Smith/Smyth). Enabling the Phonetic setting may
increase the time it takes to perform a search.

3. Click Search.
e Alist of records containing the specified word or phrase will appear in the grid below.
The number of times the word or phrase appears in each record will be noted in the Hits
column. As well, the specific form that the word or phrase was found in will be listed
(e.g., Incident Narrative, Investigation Summary, Person Attachment).

4. To quickly scan the results, select a record in the list.

e A preview of the record segment containing the word or phrase will appear in the pane
below.
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5. Double-click a record in the list to open it.

e Perspective will advance to the selected record in Data Forms, with focus on the form
containing the word or phrase. (The Quick Find window may still be opened in the
foreground; in this case, minimize the Quick Find window to view Perspective.)

6.  Click the Close [x] button in the top-right corner to close the Quick Find window.

“L Quick Find

Enter Search String

edited Search 0 = Fuzzness [] Phonetic
[ Tve Hits Details
=] Cases 1 This was edited for TC1803
&% ‘Vehicles 1 EditVehicledT66
& Persons 1 AutoEditDoe
L ltems 1 ltemEditTC1872
E Incident Invelved 1 EditedltemLossTC1120
A Incident Involved 1 EditltemNolmpactTC1124

Additional Information: Automation Edited for TC 47655020

Custom Search Feature

The Custom Search feature allows you to launch the Infoglide Identity Resolution Engine™ (IRE)

from Perspective, to search within several data sources at once.

Note: Custom Search must first be configured in the Perspective Service Manager before it may be
accessed in Perspective. For further details, please see the Perspective Installation Guide.

1. Click the Custom Search icon il on the Ribbon.
e The Infoglide Identity Resolution Engine will open in a new window.

2. Following the basic search principles described in the Quick Find Tool section of this

chapter, perform the custom search required.

3. When finished, close the window to return to Perspective.
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Maps

Perspective Maps allows you to quickly see where a Dispatch is occurring, or where an Activity or
Incident has occurred. Perspective’s mapping tool allows you to quickly access any record you
want.

All Dispatches, Activities, and Incidents will appear on the map. You can easily define the records
you want displayed with the filter option.

From the mapping tool, you can see relevant tooltips that contain information like the Class,
Category, Occurred Time, Priority, and Status (the information you are able to see depends on if
you are looking at an Incident, Activity, or Dispatch). From here, you can select the record you
want to open and look at it in more detail.

Note: The Mapping option requires an internet connection.

2

Maps = e n

Incidents =
Classification

4 Ma
4[] Accidental

4 External Source
4 Nature
Flood

[¥] Criminal

Q Activities e

Call Category
[ Al
Priority
I 4 selected
=% £
NITED-STATES ..}
O Dispatches = = A 51)9
State
I All
Priority
P 2500 kilometers..
I Al MEXICO . gg——— |
Auto Refresh [] © 2014 Miavsa‘&};apg?u

2013-12-20 2014-01-17 2014-02-14 2014-03-14 2014-04-11 2014-05-09 2014-06-06 2014-07-04 2014-0
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Features

Map view: The Aerial map is the default map. To switch to Road map, click the button
Aerial/Road button Aesial === on the top right corner of the Maps window.

Zoom: You can zoom in or out on the map by using the & or == buttons, or by using the scroll
button on your mouse.

Incidents and Activities auto refresh: The map automatically refreshes Incidents and Activities
every 15 minutes, but if you want to refresh it sooner, click the refresh button I£. Pressing the F5
button will also refresh the Incidents and Activities.

Dispatches auto refresh: To automatically refresh Dispatches on the map, you need to have the
Auto Refresh checkbox ¥ selected (located in the Dispatches section on the Maps page). If this
checkbox is selected, the Dispatches will refresh in less than one minute.

Note: Dispatch auto refresh only works if the date range is set to the last seven days. If your date
range is set to the last 14 days and you check the Dispatch auto refresh checkbox, your timeline will
be reset to the last 7 days, or auto refresh will deselect automatically if you expand your date range
to over 7 days with auto refresh enabled.

Date Range: Use the left and right arrows on the date range to move backwards in time, or drag
and drop the date range bar to the occurred dates of Incidents, Activities, and/or Dispatches you

want to see on the map.

Scale: Your map's scale will be automatically set to go off of your computer’s system settings.

Filters: To filter what you want to see displayed on the map, turn the switch to on - | or off
= . For example, if you only want Incidents to be displayed, turn the Activities and Dispatches

filter switch to the off position. By filtering out Incidents, Activities, or Dispatches, it will make it

easier for you to find exactly what you are looking for.

Incidents

Note: If you do not have privileges for Incidents, Activities, particular Workgroups, etc., those records

will not display in Mapping.

You can search by all Class Rollups, or drill down to only search for specific Classifications (i.e.,

Criminal Incidents).
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Incidents
Classification

4 [CJau

4[] Accidental

b External Source
Nature
Criminal

Activities

You can search by all Call Categories and Priorities, or drill down to only search for specific Call
Categories or Priorities.

Activities
Call Category

a4 [Tan
Alarm

[ Fire Alarm SOP
4 Person To Locate

Contractor

[ soplevelt

Priority

4 selected

Dispatches

You can search by all States and Priorities, or drill down to only search for specific States or
Priorities.

o Dispatches i
State
| 5 selected |
Pricrity
‘ All ‘
Auto Refresh

Tooltips

Tooltips are how you dig deeper into an Incident, Activity, or Dispatch, to determine if it is the

one you are looking for. To look at tooltips, simply hover over the pin & on the map. A pinis a

circle with a number in the middle, where the number represents how many Incidents or Activities

have occurred in that location, or how many Dispatches are occurring in that location.
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When you hover over the pin, the tooltip will appear. First, you will be shown a count of the
number of Activities, Incidents, and Dispatches that are in that pin.

Q 18 Activities
@ 7 Incidents
O 14 Dispatches

From here, click once on the word Activities, Incidents, or Dispatches, depending on what you
want to look at. For example, if you click on the word Incidents, all the Incidents in that pin will
open in greater detail. To scroll through them, use the scrollbar that appears in the window.

@ 227 da-Incidents
@ QAINCDOD18370 @ QAINCOOD18310

da-Accidental da-Accidental
da-External Source da-External Source
da-Nature da-Mature
da-Flood

da-Open
da-Open

da-Site Level 1 -1
da-Site Level 1 -1

2014-07-25 2112:01 AM
2014-07-20 9:48:57 AM

Q 13 da-Activities

Once you have found the record you are looking for, click on it, and it will open in Perspective.
The map will remain opened in another window.

H QAINCO :
H A/T 00118... @
Save ‘j‘Edit !ﬂEAdd X Delete | (3 Lock =l Print Cancel
< General Involvements Narratives Attachments Links % 4 p
# Details 2
Incident Number Reported Date/Time
QAINCD0D11874 2014-08-14 06:04 AM
File Number Occurred From Date/Time

2014-D8-14 D6:04 AM

e-Incident Number Occumed To Date/Time

Class Site: Level 1

Accidental MichelleA

Category Building Level 2

External Source MichelleB

Subcategory Location Level 3

Type Section Level 4

T s 4
< >
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Note: A pin will only go up to 99+. However, you can hover over the pin and the tooltip will open,
allowing you to scroll through all Incidents, Activities, and Dispatches that have occurred or are
occurring in that location. Double click on pin clusters to zoom in.

Exiting Perspective

There are two options to exit Perspective:

o Logoff option: Log off the current user while leaving the Perspective system running. To log

off, click the Logoff key icon ® on the Ribbon, or use the keyboard shortcut Ctrl+Shift+L.

. Exit option: Completely exit Perspective, which requires a full system reload upon the next
login. To exit Perspective, close the Perspective window, use the keyboard shortcut Alt+F4

(or click on the File icon -2)), and select Exit.
Note: While the Logoff option requires an additional confirmation of your choice to exit Perspective
via a confirmation window, the Exit option will simply terminate the work of Perspective as soon as

you choose to exit.

Before exiting Perspective (regardless of which exit option you choose), you have to press the Save

button ' to save any changes you have made to records while working in Perspective.
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Dashboard

The Dashboard is Perspective’s default screen. Like the dashboard of an automobile with its
various gauges and indicator lights, Perspective's Dashboard keeps users informed about what is
happening in their organization and alerts them of important changes. It helps to track ongoing
projects and tasks, and includes a statistics snapshot section for the incidents the user has access
to. The two elements of the Dashboard are Charts and Assignments.

User Interface

—_

Charts: Get a quick overview of incident trends and statistics with the help of up to four
selected bar or pie charts.

2. Assignments: Track activities or projects assigned to you, as well as those you have
assigned to others, from start to finish.

Chart 1 =% Chart3 =|x
Incidents By Class Incidents By Sito

- @ @®

Access Level 5

N
3
06
ShanHide Assignmens -
o
00
7
seece eoed
Chart 2 =% Chart4 ax
Incidents By Business Unit

® Incidents By Organizational Rollup ®

2
0 W Americas 11
1

3 pashboard seee

3

Assignments
View All & Export | [ GoTo | @ ResetLayout | R Clear Filter
E

Completed? Number Assigned Date Assigned By Assigned To Due Date Assignment Type. Message/Task

administrators Ready | ® Comnected

) Resize the individual elements by dragging the borders surrounding them.

) To display/hide one of the Dashboard elements, click Show/Hide Charts, or Show/Hide

Assignments on the Navigation pane.

To refresh the view of the Dashboard, click the Refresh button on the Navigation pane.
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Charts

The four pre-set charts on the Dashboard give you a quick overview of trends found in the

Perspective database records you have access to. To select the combination of up to four charts

for display on the Dashboard, follow the steps described below.

1.

Click the Chart Options button on the Navigation pane.

In the Chart Settings window, click on the ON/OFF = .= B switch to display or hide
one of the chart sections.

Within the relevant chart field (e.g., Chart 1), choose the chart you would like to appear in
the selected chart section (e.g., Incident by Class).

For a complete list of available pre-configured charts and their descriptions, see
Appendix A: Dashboard Chart Types.

Depending on the chart specified, a number of further settings will be displayed, which may
(or may not) include the following:

From Last: Select the time period for which you would like to see the statistics on the
chart (e.g., 365 days).

Top: Specify the number of categories you would like to display on your chart (e.g., top
10 classes).

Call Category: Restrict your data to a specific Call Category, making it as narrow as

necessary. Click the plus icon *#! next to the Call Category field, and select the
requirednumber of levels of category by which you would like to restrict the data in the

chart.

Class ID: Restrict your data to a specific Class, making it as narrow as necessary. Click

the plus icon [*# next to the Class ID field, and select the required number of class levels
(i.e., Class/Category/Subcategory/Type) by which you would like to restrict the data in
the chart.

Site: Restrict your data to a specific Site, making it as detailed as necessary. Click the

plus icon ¥/ next to the Site field, and select the required number of site levels (i.e.,

Site/Building/Location/Section) by which you would like to restrict the data in the chart.
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Category ID: Restrict the Case data in your chart to either Internal or External cases.

Year: Select the specific year you want to display your data for (e.g., 2011)

Chart Type: Choose either the pie or bar chart type.

-
Chart Options - ﬁ
Chart 1

Select Chart
Perspective Gauge
Class ID

Site

w

Chart 2

Select Chart
Incidents By Site

From Last
365 Day=

Chart Type
| .l e

Top
- 10 -

Chart 3
Select Chart
| » Incidents By Site

From Last
365 Days=
Chart Type

- -

Top
- 10 -

Select Chart

Incidents By Organizational Rollup
From Last
365 Days

Chart Type

Top
- 10 «

. =

0K | [ Cancdl

5. Click OK to see the results displayed on the Dashboard.

6. At any time, you may change the chart options for each individual chart displayed on the
Dashboard by clicking the corresponding Settings icon @,

This will open the options window for the chart that you chose to modify.
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7. Examine one particular chart in detail by clicking the Maximize icon k=l in the upper right
corner of the relevant chart section. To dock it back together with the rest of the charts, click

the equivalent Minimize icon k.

8. If the chart you selected is either a uni-coloured bar chart or a pie chart, you may be able to
explore the information contained in the chart further. By clicking on a bar or a pie sector that
corresponds to a specific category, class, organization, or site, you may expand the data that
is hierarchically subordinate to the data currently displayed on the screen. For example, if you
are viewing the Incident By Class chart, you may click on the green pie sector that
corresponds to the Criminal class of incidents to open a pie chart for all incidents contained
under the Criminal class (e.g., Assault, Theft, Fraud). To explore the data even further, you may
click on the yellow pie sector that corresponds to the Assault category of incidents.

The number of subordinate charts corresponds to the number of tiers under the
corresponding rollup (in our example, the Class Rollup). To navigate within the hierarchy, click
on one of the dark gray circle icons displayed below the chart. Each circle represents one tier
of the rollup, in ascending order.

Incident By Class Rollup Incident By Class Rollup
=/ N/
Unspecified
B cinical
Asszult
< NorrCrininal
B eskande
. Policy Violati... ’ .
Theft
o W Criminal : 52 |
B e
. Procedural
Public Order
ceee ecee
Incident By Site Rollup Incident By Site Rollup
12 = 2 =

10

Location1:7

Buiding 1 Unspecified Buiding 2

9. To copy a chart image, right-click the chart and select Copy to Clipboard.

Assignments

When you receive or delegate an assignment to another user, the assignment is displayed on
your Dashboard. You may also receive an email notification about the assignment, and if you are

logged on to Perspective at the time, a pop-up will appear in the bottom right corner of your
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screen alerting you to the email. Incomplete assignments that are past their due date are listed in
red font.

Along with your assignment'’s associated Activity, Incident, or Case Number, the Dashboard'’s
Assignments section displays the following information:

e  Completed: A checkbox indicating whether or not the assignment has been completed.
e  Assigned Date: The date the assignment was delegated to the user.

e  Assigned By: The user who created the assignment.

e  Assigned To: The user who is responsible for completing the assignment.

. Due Date: The date the assignment must be completed.

e  Assignment Type: The nature of the assignment, such as Correction Notice, Follow-up
Activity, Information Request, Investigative Action, or Verification.

o Message: The details of the assignment.

View All T Export | [¢ Go To - PPMI-2009-000260 | 2 ResetLayout | Clear Filter
[ 1
Completed? Mumber Assigned Date Assigned By Assigned To  Due Date | Assignment Type  Message / Task

CCwI-2011-02-00057  24/02/2011 St Jean, Clint 111, Admin Follow-up Activity
CCwI-2011-02-00057  24/02/2011 St Jean, Clint 111, Admin Follow-up Activity
CCwI-2011-02-00057  22/0272011 5t Jean, Clint 111, Admin Follow-up Activity

» 010 5t Jean, Clint 180, Deb F Follow-u v
O Mark Completed |f2 <=0 I ° - MW[Y
L\) 112010 St Jean, Clint 180. Deb F Follow-up Activity
[ Go to Record 2010 Jabbar, Abdul St. Jean, Clint Follow-up Activity
] TN LIUUUUUIUL |/ & urusl2007 Kemper, Dale St Jean, Clint  30M11/2007 Follow-up Activity Attend court for th!

You may perform a number of assignment-related tasks directly from your Dashboard:

e To add an assignment to your email application’s calendar, select the assignment and click

Export _'5 A window will open allowing you to schedule the assignment using external
applications.

e  To open an assignment’s corresponding Activity, Incident, or Case record, double-click the

assignment record, or highlight the assignment and click Go To e, Perspective will leave
Dashboard and advance to the applicable record in Data Forms.

E © Resolver Inc. Confidential. Do not distribute. Page 26 of 354



Perspective User's Guide Dashboard

e  Once the assignment has been completed, highlight the assignment on the Dashboard, then
right-click and select Mark Completed. A pop-up window will appear asking if you would
like to send the Assigned By person an email notifying them of the assignment’'s completion.
Click Yes or No.

o By default, only incomplete assignments will appear in the Assignments section of the
Dashboard. To display all assignments, complete and incomplete, click View All. Click View
All again to hide completed assignments.

Like the other grids, Perspective provides several sorting options for Assignments:

o To reorder the grid columns in the Assignments section, drag the column headings to the
desired location. Drop them into place once the indicator arrows have appeared pointing to
the correct spot. To reset the order of columns to their default position, click Reset

Layout =2

e  To sort assignments by a particular column (e.g., Incident Number, Assignment Type, Due
Date), click the column heading once. Click the heading again to sort the data in reverse
order. Click Clear Filter to return to the unsorted view.

e  To group assignments by Assigned Date, Assigned By, Assigned To persons, Due Date,
Assignment Type, or to group complete and incomplete assignments separately, click the
thick vertical bar located at the top of the Assignments grid and drag the relevant column
heading to the Group By Area. In our example, assignments have been grouped by their
status as either complete (True) or incomplete (False). If necessary, you may build up on
internal grouping, dragging additional headings to the blue field and arranging them in the
required hierarchy. For instance, you may group the complete and the incomplete
assignments by Assigned By persons, and so on. Click Clear Filter to return to the default

view.
Assignments
View All 78 Export | [# GoTo &/ Reset Layout | Clear Filter
[ ]
Completed? Assigned By l}
= | False (3 items) - |
Completed? Mumber Assigned Date Assigned By Assigned To | Due Date Assignment Type | Message / Task
(=] PPMI-2005-000260 01/10/2010 St Jean, Clint 180, Deb F Fallow-up Actiity
0 LACP-2010-000012  27/08/2010 Jabbar, Abdul St Jean, Clint Fallow-up Actiity
INCDO0D0000172 02/08/2007 Kemper, Dale St Jean, Clint 3001172007  Follow-up Activity  Attend eourt for th
= | True (4 items) |
Completed? Mumber Assigned Date Assigned By Assigned To | Due Date Assignment Type | Message / Task
CCWwI1-2011-02-00057  24/02/2011 St Jean, Clint 111, Admin Fallow-up Actiity
CCwI1-2011-02-00057  24/02/2011 St. Jean, Clint 111, Admin Follow-up Activity
CCwI1-2011-02-00057  22/02/2011 St Jean, Clint 111, Admin Follow-up Activity
PPMI-2005-000260 01/10/2010 St Jean, Clint 180, Deb F Follow-up Activity
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Data Forms

Data Forms is the data entry component of Perspective. These data are used for analysis and

comparison to create reports and charts. Information in the Data Forms is organized into sections,

so it is easy to find, review, and update records. The data forms include Activities, Incidents,

Cases’, Items, Persons, Organizations, and Vehicles. To access the Data Forms component, select it

from the bottom part of the Navigation pane.

User Interface

The Data Forms interface is divided into three sections: Navigation pane, Listing pane, and

Viewing pane.

Quick View
Saved Views

All Records

Activities
Incidents
Cases

Items
Persons
Organizations

Vehicles

43 Dashboard
—~

{_1 Dispatchiog
Data Forms
liol Revorts

- Analysis Expert

&), Gateway

LA

TNC-2013-04-00026 (AutoIncident617525839)
: #'| criminal/Assault/Injury fNo Weapon

Save |[2F Edit GAdd X Delete | (&) Lock U=iPrint I Send

Incidents1

Enter filter text. XV AL B
INC-2013-05-00009 (Deletelnci... w

@ (0) criminal Open
INC-2013-05-00008 (InitInciden... [i1]

@ (o) Criminal Open
INC-2013-05-00006 (InitInciden... w

@ (0) Criminal Open
INC-2013-04-00028 w

@ (o) Criminal Open
INC-2013-04-00027 (Autolncide... 1]

@ (0) Criminal Open
INC-2013-04-00026 (Autolncide... w

0(0) Criminal/Assault/Injury/No Weapon Open
INC-2013-04-00025 (Autolncide... w

@ (0) Criminal Open
INC-2013-04-00024 (AutolIncide... w

@ (o) Criminal Open
INC-2013-04-00023 (Autolncide... 1]

@ (0) Criminal Open
INC-2013-04-00022 (AutolIncide... w

@ (0) criminal Open
INC-2013-04-00021 (AutoIncide... [i1]

@ (o) Criminal Open
INC-2013-04-00019 (AutolIncide... w

@ (0) Criminal Open
INC-2013-04-00018 w

@ (o) Criminal Open

H 4 vz b oM

< General | Involvements Narratives

2 Details

Incident Number
INC-2013-04-00026

File Number Occurred From Date/Time
04/04/2013 01:14 PM

Autolncident6 17525839

e-Incident Number

Class Site
Criminal

Category Bulding
Assault

Subcategory Location
Injury

Type Section
No Weapon

Summary

Reported Date/Time
04/04/2013 0114 PM

Occured To Date/Time

Links

.

< Controls s 4

n

1. Navigation pane: Allows you to move between the various data forms (e.g., Activities,

Incidents, Items). To display a particular record subset in the middle Listing pane, choose a

data form from the Navigation pane and select your record view (i.e., specify a Quick View,

view All Records, or select a view from the Saved Views menu).

2.  Listing pane: Provides a list of records that are available for viewing. Once you select a

record in the Listing pane, the corresponding record information will be displayed in the

Viewing pane on the right.

" The Case component is available in the ICM and EIM editions of Perspective.
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Listing Pane

Change the orientation of the current component’s (e.g.,
Incidents) Listing pane by dragging it to a different part
of the screen. Display the pane in a separate dialog by

double-clicking it or dragging it outside of the screen. To
dock it back in, double-click the pane.

To hide the Listing pane, click the Auto Hide pin icon.
Once the pane is hidden, access it by clicking the pane’s Incidents %‘
newly-created shortcut button on the left side of the X gL

screen, and unpin it by clicking the pin icon again.

If Perspective displays a list of entities (e.g., incidents,
persons) that consists of multiple pages, use the left/right
navigation arrows at the bottom of the list, or type a

page number in the Page field, to move through the 4 4 1730 M
pages. The total number of pages will be provided for L5
your reference. To quickly move to the first or the last

page, click the first arrow [ or the last arrow icons Pl

respectively.

To print the record list as it appears in the Listing pane, Incidents ?
click the Print button located at the top of the Listing PRV |
pane. LL B

3. Viewing pane: Displays information of a record selected in the Listing pane and provides
options for saving, editing, adding, deleting, (un)locking, printing, sending, and merging

individual records.
Note: Merge is only available for the Item, Person, Organization, and Vehicle records.
Every record consists of a set of customized forms and subforms designed specifically for

the data form type. For example, a Person record contains a separate Contact(s) tab, which is

absent in such data forms as Vehicles or Items.
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Viewing Pane

To view a particular segment of a selected record (e.g.,
Narratives), click the appropriate tab at the top of the

record. The diamond symbol appearing on a tab @ lInvolvements & Na”ati"’e’g% @ Attac

indicates that the tab contains data. Tabs without the

diamond symbol contain no saved data.

View more tabs. If these arrows appear next to a row of

tabs in a form, there are more tabs available than are ¢ Nomaives | ¢ Aftachments 4 _’tg

currently visible on-screen.

. . S 4| Supplemental Detail
Expand or collapse a section to view or hide its contents. h”ppem" = s

To resize a grid column, place the cursor between

column headings. When an arrow appears, drag the | LastName P First Name Imitii
column border to the desired width. To resize a column \ioodeott Jason

to fit its content, double-click the border of the column.

To reorder the grid columns, drag the column heading 1

to a new position. Drop it into place once the thick Last Il wtrm:‘l e S
arrows have appeared, pointing to the correct spot. Voodcoft Jason

To sort the grid data by a particular column, click the First Name Initi:
column heading once. Click it again to sort the data in Woodeock Wendy L
reverse order. Parker Peter

Navigating Data Forms Overview

Every data entry/editing action in Data Forms requires you to first choose one data form type in
which you intend to work in: Activities, Incidents, Cases (ICM and EIM only), Items, Persons,
Organizations, or Vehicles.

Navigating the Data Forms component is a logically flowing process:

1. Select the appropriate data form type by clicking the corresponding banner located in the

bottom part of the Navigation pane.

2. Using the Quick View, Saved Views, and All Records buttons located at the top of the
Navigation pane, manage the view of the records displayed in the Listing pane. Here you
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may choose from either displaying all records, or a subset of records, with an option to filter
and save the view for future reference.

3. Select an existing record from the Listing pane, or create a new record for the chosen data
form type (e.g., a new Incident record).

4.  Enter and/or modify the data contained in your active record.

5. Print your record in the form of a report.

The following chapters will address the options available for each of these steps in greater detail.

Select a Data Form

Activities Form

Use this form to create records of dispatched activities, or to manage activities imported from
DispatchLog or Dispatch (See the Resolver Support site for more information on DispatchLog
and Dispatch). Before creating a new record, do a record search to ensure that the information
has not already been entered.

Activities Form

. Specify the category, priority, and location of the dispatched activity.
e  Track the times of the dispatching progress.

. Identify the persons directly involved in the processing of the activity.
. Fill in the user-defined fields required by your organization.

. Post notes on the activity tracking progress.

Responses

Officer Responses

e  View, create a new, or edit the details of an existing officer response to the selected
activity.

Organization Responses

o View, create a new, or edit the details of an existing organization response to the

selected activity.

Requests
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o Note an action request sent to an organization in response to the selected activity.

Persons

. Identify all persons involved in the activity.
. Record injuries sustained during the activity.
. Flag the involved person.

Organizations

. Identify all organizations involved in the activity.

Vehicles

. Document all vehicles involved in the incident.

Items

. Identify all items involved in the incident.

e  Attach a file to the Activity record.

Activity Links

e  Link the activity to another activity.

Incident Links

e  Link the activity to an incident.

Controls

Details

. Set security controls and status of the Activity record.
. Define which workgroups can access the Activity record.

Standard Operating Procedures

. Review the Standard Operating Procedures available for the activity's call category, site,
and/or status.

o Check off complete procedures, view relevant attachments, and access related links.

o View mass notifications and/or email notifications sent in relation to the activity.
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Assignments

e  Give an activity-related assignment to another user.

Audit History

e  View the history of all changes made to the Activity record. Visibility of Audit History
depends on user permissions.

Incidents Form

Use this form to record the details of an incident and track the progress of its investigation. Every
Incident record is given a unique number so it is easy to find, identify, and organize. Before
creating a new record, do a record search to ensure that the information has not already been
entered.

Incidents Form

. Create a new Incident record.
. Indicate which authorities have been notified of the incident.
e  Flag the incident.

Persons

e Identify all persons involved in the incident.

. Record injuries sustained during the incident.

. Record an involved person'’s clothing details.

. Flag an involved person.

e Add losses, recoveries, or potential no impact losses associated with an involved person,

and review their summary.

Organizations

. Identify all organizations involved in the incident.

o Note an action request sent to an organization.

. Log organization response details.

o Add losses, recoveries, or potential no impact losses associated with an involved
organization, and review their summary.

Vehicles

. Document all vehicles involved in the incident.
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e  Add losses, recoveries, or potential no impact losses associated with an involved vehicle,

and review their summary.

Items

e |dentify all items involved in the incident.
e  Add losses, recoveries, or potential no impact losses associated with an involved item,

and review their summary.

. Add procedure summaries (e.g., Executive Summary, Follow-up, or Interview) to the
Incident record.

. Attach a file to the Incident record.

. Link the incident to another incident.

. Link the incident to a case (Perspective ICM and EIM only).
. Link the incident to an activity.

. Record losses (i.e., Losses, Recoveries, and No Impact losses) involved in an incident.
e  View a summary of losses involved in the incident.

Investigation (ICM and EIM only)

Details

e  Open a new incident investigation.
e View a summary of the incident’s key investigative data.
e  Assign an investigator to the incident’s investigation.

Summaries

. Summarize the incident’s investigation.

Logs

e  Log investigative tasks and expenses for the incident.

Interviews

o Document investigation interviews for the incident.

Evidence/Property
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e  Track investigation evidence for the incident, including the evidence chain of custody.

Controls

Details

. Set security controls and status of the Incident record.
e  Define which workgroups can access the Incident record.

Outcome

. Describe the incident’s causes and subsequent policy changes or corrective actions.

Reviews

. Document an incident-related review.

Assignments

e  Give an incident-related assignment to another user.

Audit History

e  View the history of all changes made to the Incident record. Visibility of Audit History
depends on user permissions.

Cases Form (Perspective ICM and EIM Only)

Use this form to record the details of a case, track the progress of its investigation, and access
information on its linked incidents. Every Case record is given a unique number so it is easy to
find, identify, and organize. Before creating a new record, do a record search to ensure that the
information has not already been entered.

Cases Form

. Create a new Case record.

e  Assign an investigator to the case’s investigation.

o View a quick summary of the case’s key data.

Persons, Organizations, Vehicles, and Items

o View all persons, organizations, vehicles, or items involved in the case’s linked incidents.
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. Summarize the case or an incident linked to the case.

. Attach a file to the case or an incident linked to the case.

. Link the case to an incident.

. Link the case to another case.

e  View a summary of losses, recoveries, and no impact losses involved in the case’s linked
incidents.

Investigation

Details

e  View key investigative data from the case’s linked incidents.

Summaries

. Summarize the case’s investigation or the investigation of an incident linked to the case.

Logs

e  Log investigative tasks and expenses for the case or an incident linked to the case.

Interviews

e  Document investigation interviews for the case or an incident linked to the case.

Evidence/Property

e  Track investigation evidence for the case or an incident linked to the case.

Controls

Details

. Set the security controls and status of the Case record.
o Define which workgroups can access the Case record.

Reviews

. Document a case-related review.

Assignments

m © Resolver Inc. Confidential. Do not distribute. Page 36 of 354



Perspective User's Guide Data Forms

e  Give a case-related assignment to another user.

Audit History

e  View the history of all changes made to the Case record. Visibility of Audit History
depends on user permissions.

Items Form

Use this form to record the details of an item. Before creating a new record, do a record search to
ensure that the information has not already been entered.

Items Form

° Create a new Item record.

History

. View the incidents the item has been involved in.
. Add an incident associated with the item into a case.

. Attach a file to the Item record.

Controls

Details

. Set security controls for the Item record.
e  Define which workgroups can access the Item record.

Audit History

e View the history of all changes made to the Item record. Visibility of Audit History

depends on user permissions.

m © Resolver Inc. Confidential. Do not distribute. Page 37 of 354



Perspective User's Guide Data Forms

Persons Form

Use this form to record the details of a person. Every person, from general maintenance users to
suspects and officers, must have their own record. Records can be created for persons who have
the same name, as well as for persons who are unknown. Before creating a new record, do a
record search to ensure that the information has not already been entered.

Persons Form

e  Create a new Person record.

e Note the person's unique features or distinguishing marks.
o Record the person’s identification details.

. Document the person'’s trespass details.

. Flag the person.

Contact(s)

o List the person's known addresses, phone numbers, and email addresses.

. Link the person to another person.
. Link the person to an organization.
o Link the person to a vehicle.

History

e  View the incidents the person has been involved in.
e  Add an incident associated with the person into a case.

. Attach a file to the Person record.

Controls

Details

. Set security controls for the Person record.
e  Define which workgroups can access the Person record.

Audit History

e  View the history of all changes made to the Person record. Visibility of Audit History
depends on user permissions.
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Organizations Form

Use this form to record the details of an organization. Before creating a new record, do a record
search to ensure that the information has not already been entered.

Organizations Form

e  Create a new Organization record.

Contact(s)

. List the organization's known addresses, phone numbers, and email addresses.

Links

o Link the organization to a person.
. Link the organization to another organization.

e  Link the organization to a vehicle.

History

e  View the incidents the organization has been involved in.
e Add an incident associated with the organization into a case.

e Attach a file to the Organization record.

Controls

Details

. Set security controls for the Organization record.
. Define which workgroups can access the Organization record.

Audit History

. View the history of all changes made to the Organization record. Visibility of Audit

History depends on user permissions.
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Vehicles Form

Use this form to record the details of a vehicle. Before creating a new record, do a record search
to ensure the information has not already been entered.

Vehicles Form

. Create a new Vehicle record.

o Link the vehicle to a person.
o Link the vehicle to an organization.

. Link the vehicle to another vehicle.

History

. View the incidents the vehicle has been involved in.
. Add an incident associated with the vehicle into a case.

. Attach a file to the Vehicle record.

Controls

Details

. Set security controls for the Vehicle record.
e  Define which workgroups can access the Vehicle record.

Audit History

e  View the history of all changes made to the Vehicle record. Visibility of Audit History

depends on user permissions.

Common Record Functions

Although most data entry operations are specific to the individual data forms and will be
described under the corresponding sections (e.g., Incidents, Activities, Items), some functions are
identical for a number of data forms, and these will be described only once and then cross-
referenced throughout this guide. For instance, as you proceed through the Case data form, you
will notice that procedures for some operations for cases are identical to the ones that are
available for incidents. Whenever this is so, the Cases section will provide cross-references to the
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relevant chapters in the Incidents section instead of the full descriptions of the corresponding
operations.

The common record functions/forms include the following:

. Recording related contact information (the Contact(s) tab).

o Specifying all involvements of an occurrence (the Involvements tab).
. Reviewing related record’s involvements (the History tab).

. Linking a record to another record (the Links tab).

. Attaching a file to a record (the Attachments tab).

. Setting major record’s control options (the Controls tab).

e  Auditing the changes made to a record (the Audit History tab).

o Merging records’ duplicated data (the Merge button).

Manage Record Views

Display All Records in the Listing Pane

1. In the Navigation pane, choose the record entity you intend to work on (e.g., Incidents).

2. Todisplay all of the entity’s records in the Listing pane, with no filters applied, click All
Records.

Quick View

Saved Views

All Records
_“h

Access a Saved Record View

1. In the Navigation pane, choose the record entity you intend to work on (e.g., Incidents).

2. Click Saved Views and select the particular record view that you want to access.
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e The record view will now appear in the Listing pane.

Quick View

Saved Views

Workgroup A - Open Records
Workgroup B - Open Theft Last Month M |

[ QuickEdit...
% Refresh

Create and Save a New Record View

1.

In the Navigation pane, choose the record entity you intend to work with (e.g., Incidents).

In the view menu, click Quick View.

e The Record Views window will open. This is where you specify the parameters of your

record view.
Click the Add button in the Saved Views section.
Type a name for your customized view in the active Enter View Name field.
Customize your desired view starting with the Workgroups section.
e By default, the All Workgroups box is checked to include records for all workgroups in

your customized view. If you want to restrict your view to the records of a particular

group, uncheck the All Workgroups box and proceed to select the desired workgroups.
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o grd Views X

Page Results 25 Records

6.

Saved Views Workgroups
Enter View Name Al Workgroups
Export Via Email
P
Workgroups ABC. Open Theft Last Morth [ Administrator - PPM2000 Workgroup - Do not delste
[T Set as default view
Cancel ] [ Save ] [ Import View ]
Criteria
Field Name Operatar Walue
Case Number e -
@ Mone ) And @ Oor
Order By
.| © Ascending [T Include Archived Records
@ Descending
Row Nu |Case N  Case N | Status Status |Case |Case | Acces |Access |Org Rollup Org Rel | Attach | Case Category CaseC Lock_‘l
pil CASE- | 18031 | 7fb3d0c7-0925-4aec | Open | 2013 5 Level 5 0 b2bféfca-f21d-deBc- | Interna 1
2 CASE- | Init621 | 7fb3d0c7-0925-4aec | Open | 2013 ) Level & 0 b2bfdfca-f21d-4eBc- | Interna 1
3 CASE- | 18022 | 7fb3d0c7-092%-daec | Open | 2013 3 Level 5 0 b2bfafca-f21d-deBe- | Interna
4 CASE- | 18032 | 7fb3d0c7-0929-daec | Open | 2013 3 Level 5 0 b2bfafca-f21d-deBe- | Interna
5 CASE- | Init220 | 7fb3d0c7-0929-4aec | Open |2013 5 Level 5 0 b2bfdfca-f21d-4eBc- | Interna
6 CASE- | 18025 | 7fb3d0c7-0929-daec | Open |2013 3 Level 5 0 b2bféfca-f21d-4eBc- | Interna
7 CASE- | 18031 | 7fb3d0c7-0929-daec | Open |2013 3 Level 5 0 b2bféfca-f21d-4eBc- | Interna
8 CASE- | Imt199 | 7fb3d0c7-0929-4aec | Open |2013 5 Level 5 0 b2bfdfca-f21d-4eBc- | Interna
9 CASE- | TestC | 7h3d0c7-0929-4aec | Open 12013 i Level 5 0 b2bf4fca-f21d-4eBe- | Interna i

(3l 4 Page 1 of 2 @ [ Select ] [ View ] [ Cancel ]

Specify the Criteria for your view:

In the top Field Name lookup list, select the field that you want to set as the main

criterion for narrowing your record view.

Choose an Operator for the field (e.g., equal (=), greater than (>), less than or equal to
(< =), starts with, like).

Enter the compared criterion Value. If the Selector button Lis available, click it to
display a tree of Value options in a separate window. For example, if you are creating a
Saved View of Incident records and your chosen Field Name is Access Level, you may
select an Operator of equal (=) and a Value of Level 2, in order to restrict your view to

only those records with an Access Level 2.

Note: You may choose any node of the tree as the defining criterion, making your
comparison value as narrow hierarchically as you want. For example, when specifying a
Value for the Class Rollup, you may select any node in the Class Rollup hierarchy, ranging
from the broadest category values, like Criminal, to the narrowest sub-class type values,

like Company Property/Over $1000.
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If you choose to select a date field in the Field Name lookup list, you have the option of
using a floating date (e.g., Yesterday), rather than a fixed date to narrow your record
view by. The Floating Date checkbox is only visible once a date field has been selected.
For example, if you want your view to display incident activity that occurred during a
floating period of a previous month, choose Occurred From Date/Time as Field Name,
equal (=) as the Operator, and then check the Floating Date box and select Previous 30
Days as your Value.

d. If you want to include an additional field in your record view criteria, select the And or
Or radio buttons and complete the Field Name, Operator, and Value fields below. You
may include up to four fields in your record view criteria.

To specify a static date range, specify two temporal criteria (e.g., one for the greater
than (>), and one for the less than or equal to (<=) Operator), using the And logic

between them to combine the criteria into a set date range.

7. Choose a display order for your record view by selecting a field from the Order By lookup
list (e.g., order records by Incident Number, Access Level, Status).

8.  Select either the Ascending or Descending radio button to further define the record order.
e The ascending radio button lists the records according to the chosen Order By field in
alphabetical order, or from lowest number to highest. The descending radio button lists
the records according to the selected Order By field in reverse alphabetical order, or
from highest number to lowest.

9. Include archived records in your record view by checking Include Archived Records.

10. Click the Preview button to generate a list of records meeting your set criteria in the order

specified.
e The number of records found will be provided under Page Results.

11.  To quickly view a particular record in read-only mode, select the record in the Preview list
and click View.

e A separate window will open with the record details displayed.
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12.  If you want to save the record view for future use, complete the Saved Views section.
Otherwise, proceed to the next step. Perspective provides three saving options for your

newly created view:

e To save your record view for future use in Perspective, click Save. Your newly-created
record view will now be available under the Saved Views menu.

e If you want to set this customized view as your default view (the record view that will
automatically load each time you enter this data form), click the Set as default view box,

and click Save again.

e To save your record view as an XML or TXT file, click Save View As and select the
location for the export. The record will be assigned an automatically generated number.

13. To return to the Data Forms window and transfer your record view to the Listing pane, click
the Select button.

14. Click on a record in the Listing pane to display it in the Viewing pane.
e If you clicked on a particular record in the Record Views window prior to clicking Select,

the record will be highlighted in the Listing pane and will already be opened in the
Viewing pane.

Edit an Existing Record View

1. In the Navigation pane, choose the record entity you intend to work on (e.g., Incidents).
2.  Expand the Saved Views menu.
3. Select Quick Edit. The Record Views window will open.

4.  If you have not yet opened a saved record view and your Listing pane is blank, select an

existing view you want to edit under the Saved Views menu.
e |ts settings will be displayed. However, if your Listing pane displays a selected record

view, the Record Views window will open with the active record view’'s parameters

displayed.
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Quick View

Saved Views

Workgroup A - Open Records
Waorkgroup B - Open Theft Last Month

LP  QuickEdit.. [
% Refresh

5. Modify the parameters as required. For options, see the Create and Save a New Record
View section in the current chapter.

6. To save the view replacing the parameters previously set, click Save.
To save the modified record view as a new view, complete the Saved Views section, as
follows:

a. Click Add. A pop-up will appear asking you if you want to clear the current view criteria.

b. Click No to save the criteria specified. If you click Yes, the view will be reset to its
original settings.

c. Type a name for your edited view in the active Enter View Name field. This way, when

you save your new view, it will not overwrite the original view.

d. Click Save. Your newly-created record view will now be available in the Saved Views

menu.
If you do not want to save the modified view, proceed to the next step.

6. To return to the Data Forms window and transfer your record view to the Listing pane, click
the Select button.

7. Click on arecord in the Listing pane to display it in the Viewing pane.
e If you clicked on a particular record in the Record Views window prior to clicking Select,

this record will be highlighted in the Listing pane and will already be opened in the
Viewing pane.

i you opened an existing view in the Listing pane, made changes to it, saved it, and

then re-opened the modified view, you may need to click the Refresh button % in
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the Saved Views menu to refresh the view of your Listing pane with the new
settings.

Import a View

1. In the Navigation pane, choose the record entity you intend to work on (e.g., Incidents).
2. Click Quick View in the Navigation pane.

3. Inthe Record Views window, click the Import View button and browse for the file that
contains the view in XML or TXT format that you want to import.

e Once you import the view, its settings will be displayed.

4.  Optionally, modify the parameters of the newly imported view and/or save them under a
new view name. For editing and saving options, please see the Create and Save a New
Record View section in the current chapter.

5. Click the Select button to transfer your record view to the Listing pane.

6.  Click on arecord in the Listing pane to display it in the Viewing pane.

e If you clicked on a particular record in the Record Views window prior to clicking Select,

this record will be highlighted in the Listing pane and will already be opened in the
Viewing pane.

Email a Record View

1. In the Navigation pane, choose the record entity you intend to work on (e.g., Incidents).
2. Click Quick View in the Navigation pane.

3. In the Record Views window, specify the settings of a new record view and save them, as

described above, or select an existing view you want to email in the Saved Views menu.
4.  Click the Export Via Email button.

e A Send Message window will open with your view specifications formatted as an XML
attachment.
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5.

Edit the text of the original message, review attachments, and set the message priority, as
needed.

Specify the recipient’s email address.
You may type in a recipient’s email address directly into the To and/or CC fields, or import a
contact from Perspective’s database by clicking To and/or CC and selecting a person from

the displayed Entity List.

e The Entity List will be populated with user records that contain an email address with the

Primary Email box checked.

Click Send.

Close the Record Views window to return to the Data Forms window.

4 Send Message _— S | B S

Send Mail

) o
— @ ? Ay &R To | perspective@gmail.com
& A go 4 | L %
Send | Attachments Priority | Cut Copy Paste | Spelicheck
o Subject | Emailing: Workgroups ABC Open Theft Last Monthaxml

This email was generated by Perspective with the following file or Tink attachments: -
lworkgroups ABC Open Theft Last Month. xm]

Delete a Record View

1.

In the Navigation pane, choose the record entity you intend to work on (e.g., Incidents).

Expand the Saved Views menu

Click Quick Edit. The Record Views window will open.

If you have not yet opened a saved record view and your Listing pane is blank, select an

existing view you want to edit under the Saved Views menu.

m © Resolver Inc. Confidential. Do not distribute. Page 48 of 354



Perspective User’s Guide Data Forms

e |ts settings will be displayed. However, if your Listing pane displays a selected record
view, the Record Views window will open with the active record view's parameters
displayed.

5.  Click the Delete button.
6. In the Delete confirmation box, click Yes.

7. Close the Record Views window to return to the Data Forms window.

Select a Record from the List

If the record database displayed in the Listing pane exceeds three pages, you may consider
further filtering the record list using the following sorting options:

o Use the A to Z sorting icon [“*] located at the top of the Listing pane to switch the record list
view in the Listing pane between the ascending and the descending alphanumeric order.

Note: If you are using a Quick View or a Saved View and want to re-sort your records list, you
must use the Order By and Ascending/Descending options available in the Record Views

window.

. If you know a part of the name or number of the required record(s), enter a string of
alphanumeric characters in the filter field at the top of the Listing pane. Since this function
only filters text in the record name (e.g., the incident number, person name, vehicle license
plate number), the filter string must correspond to a supposed part of the record number
that you require (e.g., INCDOO or 18 for the record numbers INCD00000187, INCD00100185).

To apply the filter, click the checkmark icon ¥ To remove the filter, click the clear icon | *

and then the checkmark icon, to view the original list.

) Use the visual cues provided for each record entry to select the record that best suits your
needs. In the Listing pane, records are displayed as either locked from editing
unlocked from previous locking {-., or as unaltered '/, the latter meaning that the record
has never been locked before. The number of files attached to a record is displayed in
parentheses. The status of the record may be displayed as either Closed or Open. Drawn
from the Controls tab, a record’s Closed status generally means that the record has been
processed up to a point where no further action is required. By default, records are created

as Open.
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Incidents

INCD

INCD-2011-02-00021

(0) Non-Criminal

7] INCDO000000187
(1) Palicy Violation

Closed

(1 INCDODOD000186

(3) Non-Criminal/Security & Safety Syste Closed

Once you have found the record you would like to work with, click on the record entry in the

Listing pane to display it in the Viewing pane.

Note: If you clicked on a particular record in the Record Views window prior to clicking Select, this

record will be highlighted in the Listing pane and will already be opened in the Viewing pane.

Enter and/or Edit Record Data

Depending on the data form that is currently open and on your user privileges, a variety of

buttons are available on the Viewing pane toolbar, allowing you to perform a number of record

functions.
Viewing Pane Toolbar
= Save Saves changes made to a record.
9 Edit Switches a record into the edit mode. After clicking Edit, select the
| 1

field you want to edit and make the necessary change.

28 Add

Creates a new record from scratch.

. Delete

Removes an entire record from the database.

i Lock

Bars a record from editing.

i1 Unlock

Makes a record available for editing. (This button will only appear if
the record is currently locked.)
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Prints, displays, or saves the PDF copy of a record in the report
form. After clicking Print, specify which part of the report you would
like to print. On the Report Visibility form, specify which record

= Print sections you would like included in the report and whether you
want to download attachments, and then click OK. Finally, choose to
either view a printable copy of the report (Open) or save a copy of
the report to the location of your choice (Save).
Emails record details. After clicking Send, a new email window will
Send open with general record details included in the body of the
o message. To format the message details in plain text rather than the
(Activity, default HTML table, click the Format icon. Specify the user or email
— Incident, and address you would like the message to be delivered to, review the
Case forms message details, and click Send. For further details on operating the
only) Send Message editor, consult Appendix B: Text Editor Navigation
at the end of this guide.
% Merge Merges partially duplicate records that correspond to a single
physical referent that is an item, a person, an organization, or a
& (Items,. Pe.rsons, vehicle. The function is represented by the Merge Items, Merge
e | Organizations, Persons, Merge Organizations, and Merge Vehicles buttons on the
- and Vehicles respective Viewing pane toolbars. For details on merging of records,
== forms only) see the Merge Records section.
Switches the record from edit to read-only mode without saving
Cancel
changes.
@ To find out who created the record (Created By) and who last
modified it (Last Modified), click the record’s top shield icon. To
access similar information for one of the record’s entities (e.g., a
Audit specific Narrative or an Involved Person entry), select the

appropriate entity in the grid and hover your mouse over the
bottom shield icon. You may also click the icon to view the
information in a pop-up window with added detail.

Some tabs consist of sub-tabs for further grouping of the data contained within. Whenever data

in tabs is further subdivided into sub-tabs, Perspective enables editing of the sub-tabbed data

(e.g., Involved Persons) with an additional sub-tab-specific toolbar. The quantity and the names of

the functions included in this toolbar vary depending on the type of information contained in the

sub-tab, although they may be similar to the ones performed by the buttons included in the

Viewing pane toolbar.
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|5ﬂSa\re 1 Edit I#JBAI:II:I Delete | (3) Lock @shPrint -4 5end | €3 Cancel

< General < Involvements < MNarratives < Attachments & Links % Loss Summary < Investigal 4 »

Persons  Organizations  \ehicles  ltems

| = Add New = Edit = Remove = Goto

Involved Person: 4

L4 Linked Person Last Name First Mame Initial Invalvement Type Date of Birth
Rebarski, Dana  Rebarski Dana Reported By Fe

To start editing details inside the record, you have to first put the record into the edit mode by
clicking Edit & on the Viewing pane toolbar. Then, to apply changes to a record’s entity (e.g., an
Involved Person), select the entity in the grid and use the functions displayed in the sub-tabbed
toolbar. The following table presents the common functions that are available in all data form
types (the rest of the buttons that you may encounter in a sub-tabbed toolbar will be discussed in
sections that describe the specific entities in detail).

Common Data Form Functions

Opens a pop-up form that contains the data of the entity. Make
Edit necessary changes to the fields (or plain text) in the form and click OK (or
Accept & Return) to return to the main record.

Add New Creates a new entity within a record (e.g., a new Involved Person entity).

Remove Removes an entity within a record (e.g., an invalid Involved Person entity).

Opens an entity's corresponding record, typically, in a different data form
component. For example, going to the Involved Person entity involves

Go To opening the associated editable Person record in the Persons component
of Perspective. In order to return the original data form (i.e., Incidents),
select the required component from the Navigation pane. The views of

both forms will be preserved.
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The Read and View options function similarly to Go To, with the only
difference being that they open the entity in a read-only mode, where
you may be able to zoom its contents, and/or print it, but not edit it.

. View allows an attachment to be saved to your computer, or opened and
Read/View . . . o ;
viewed in an appropriate application (i.e., an attached .doc file would
open in Microsoft Word). You may scroll through the other entities of the
same type (e.g., narratives, investigation summaries), without leaving the

pop-up window, using the Previous and Next buttons.

Removes/restores editing rights from/for an entity.

Note: Once you seal the entity, and then save and leave the corresponding
record, it can never be unsealed. A new entity must be created in order to
Seal/Unseal record amendments to the original one. Even if an entity is left unsealed,
the Author is the only user authorized to edit the entity, unless special
privileges have been granted to another user to do so. (If this button is not
visible to you, your Administrator has not granted you the right to seal

entities.)

History To see the history of incidents in which a particular case-involved person,
organization, vehicle, or item has been involved, select the entity of
interest in the grid and click History. A new window will appear that
displays a table of the entity’'s involvement in the incidents stored in your
organization’s Perspective database. For further details, see the View All
Case’s Involvements section.

Note: The Case component is available in Perspective ICM and EIM only.

In a new data form, field with red titles are required to be completed (Figure 3.2.9). If you save the
record before completing all required fields, the system will display a system message requesting

completion of these fields. To see the classification and navigation of the available field types, see
Appendix C: Data Field Types at the end of the guide.

Incidert Mumber Reported Date/Time
0314/201310:50 AM = HH X

File Mumber Occumed From Date/Time
08142013 10:50 AM  * EH X

e-Incidert Number Occumed To Date/Time

I t izci o

Note: Your organization's data forms may contain additional fields, the so-called User Defined
Fields. Usually, they appear under a separate like-named section. These fields will require entering

additional pieces of information that may not be covered in this guide.
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Incidents

Create a New Incident Record

Note General Details of the Incident

1. Click the Add button & in the Viewing pane toolbar.
e Perspective will automatically assign an Incident Number when the record is  saved.
The e-Incident Number field is reserved for electronic reports that have been accepted
from the Gateway into Perspective. Once the report is accepted as a valid Incident
record, it is automatically assigned a new Perspective Incident Number, while its original
e-Incident Number is preserved for cross-referencing purposes.
2. If applicable, input a file or reference number under File Number.

3. Indicate when the incident was reported to supervisors under Reported Date/Time.

4.  Note when the incident began under Occurred From Date/Time and when the incident
ended under Occurred To Date/Time.

e The Incident Duration will automatically be calculated when the record is saved.

5. Identify the incident's classification using the Class, Category, Subcategory, and Type
lookup lists.

e These fields are hierarchical, meaning that the option selected in the first field (i.e., Class)
determines the options that are available in the second field (i.e., Category) and so on.

The options that appear in these lists have been customized by your organization.

e Specify where the incident occurred by making selections from the Site, Building,
Location, and Section lookup lists.

e Like the fields in the incident's classification section, these fields are hierarchical.

6.  Identify which business unit the incident affected by selecting options from the Level 1 to
Level 4 lookup lists, if applicable.

7. Type a brief overview of the incident in the Summary box.
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e To enter a more detailed description of the incident, outline the sequence of events
under the Narratives tab.

/r { New Incidentx9 } @

bk

‘A Save T Edit Add Delete Locl Print Send | &3 Cancel
. Involvements Marratives Attachments Links Losses Investigation < Controls F 40
# Details 'S
Incident Mumber Reported Date/Time
ADMI-2013-000174 08142013 1153 AM  + EH X
File Mumber Occumed From Date/ Time
TH-3012-B 08132013 1125 AM  + EH X
e-Incident Number Occured To Date/Time Incidert Duration

081372013 12:02PM 2 [EH X

Class Site Level 1

Criminal - Engineering | | APAC -

Category Building Level 2

Aszsault - Production - Corporate Office -

Subcategory Location Level 3 =
Injury - Internal Components | | Amazon -
Type Section Level 4

Mo Wweapon - Circuit Boards - -
Summary

On the above mentioned date and time, the complainant, Kathy Howard, reported to security that during her
lunch break, she was assaulted while in her cubicle.

She was grabbed roughly by her arm, pushed to the floor, and the man fled the building.
Currently, there are no suspects in this incident. The only available witness is Sandy Smith, who is se_ated in

the cubicle section three rows over, and could only say that the ilant was male. In i
Follow-up to be completed.

¥ Supplemental Details
¥
¥

Flags

4 I 2

Indicate Which Authorities Have Been Notified of the Incident

1. In the Supplemental Details section, check the Reported to Police box if the police have
been notified of the incident, and then input the Police File Number.

2. If another division in your organization has been notified of the incident, check the

Reported to Division box and specify the Division Reported To.

3.  Ifyou reported the incident to your supervisor, check the Reported to Supervisor box.
Then, select the name of your supervisor from the Supervisor Reported To pick list. If no
relevant Person record is found in the database, use the Quick Add function to create one.

4.  If the incident requires follow-up, check the Follow-up Required box and enter the Follow-

up Date.
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& G I Invol ts Marratives Attachments Links Losses Investigation < Controls F 4

Details

¥
% Supplementzl Details

Police File Number

Reported to Police 0CC-131-34
Division Reported To
Reported to Division Security -
Supervisor Reported To
Reported to Supervisar 2 Brown, Joe ap X
Follow-up Date
Follow-up Required 08292013 cH X
¥ Flags
Flag the Incident
1. In the Flags section, select each flag's Status (i.e., Yes, No, or Unknown), depending on

whether or not the flag applies to the incident.
e Examples of flags include Hate Crime, Drugs/Alcohol Involved, and Weapon Involved.

2. Add any applicable notes under Flag Notes.

< (General < Involvements < Marratives < Aftachments < Links < Losses < Investigation 4 »
¥ Details

¥ Supplemental Details

% Flags
Description Status

"” V' Workplace Viclence No hd

‘%) K Suspect Known to Victim Unknown  ~

W H Hate Cime No -

W D Drugs/Alcohal Involved Mo -

s N DHS Mo -

Flag Motes
The incident did not involve violence. -
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Identify All Involved Persons

Note General Details of an Involved Person

1.  Select the Involvements tab.
2.  Select the Persons sub-tab.
3.  Click Add New. A pop-up window will open.

4.  Select the involved person’s record from the Linked Person pick list. If a Person record does
not already exist for this individual, use the Quick Add function to create one.

e The First Name and Last Name fields will now automatically populate with the linked
person’s name. Depending on the data available, some additional fields may also
populate with information drawn from the linked person’s record.

5. From the Involvement Type lookup list, choose the appropriate description.

6.  Enter the person’s Initial, Title (e.g., Mr.) and Designation (e.g., Chartered Accountant).

7. Specify the involved person’s Date of Birth, Gender, and Marital Status.
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{',a Add New Record = | E
OK Cancel
Linked Person Involvement Type Associated Losses
i b it -
‘d é} iness Eq)asure
[] Interviewed? [ Injured Averted Loss
[] First Aid Administered? [] Person Hospitalized? Total Loss
Total Recovered
Net Loss

View Losses and Recoveries

Details

First Name Last Name Initial Title
Jeff Brown L Mr. -
Date of Bith Designation(s) Gendsr
03/07/1974 TEX Male -
Hair Color Eye Color Marital Status
Brown ¥| | Brown - -
Height Weight Employee Number

5117 200 Ibs 28671 Employee?

Notes
The only available witness is Jeff Brown, wha sits in the cubicle section (ADMIN-77) three rows over from Kathy,

8. Identify the person’s physical characteristics, including Hair Color, Eye Color, Height, and
Weight.

9.  If the person is an employee of your organization, check the Employee? box and enter the

Employee Number.
10. If the person was interviewed regarding the occurrence, check the Interviewed? box.

11. If the person received first aid, or was injured or hospitalized as a result of the occurrence,
check the First Aid Administered?, Injured, and/or Person Hospitalized? boxes.

12. Enter notes about the person’s involvement in the occurrence in the Notes text box.
13.  To add a photo of the involved person to the record, click the Add icon &# in the image box.

14. Locate the image file in the browser window and click Open.

Add the Involved Person’s Clothing Details

1. Open the Click to Add Clothing Details link.

2. Choose the Clothing Type and Color from the lookup lists.
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3. Enter a detailed description of the item in the Description box.

4.  Repeat for as many articles of clothing as necessary.

&p Click to Add Clothing Details
7

Clething Type Calor

Description

Record the Involved Person’s Sustained Injuries

1. Open the Click to Add Injury Details link.
2. Specify the Injury Cause and Severity.

3. Include a detailed description of the injury in the Description text box.

ESJ Click to Add Injury Details

=

Injury Cause Severity

Description

4.  Repeat for as many injury entities as necessary.

Flag the Involved Person

1. In the Flags section, specify the Status (i.e., Yes, No, or Unknown) as well as the Severity of

each flag (e.g., Critical, High, Low).

e Flags may include such descriptions, as Trespasser, Violent, Infectious, Escapee, Wanted,

etc.
2. Enter comments in the Flag Notes section.

3. Click OK.
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57 Add New Record
« OK | &3 Cancel

(===

% Flaas
Description Status Severity Flag Notes
Jeff Brown is the only witness of the incidert |

¥ W Wanted Yes - | Critical -

o‘ V  Violent Unknown = -

\- T Trespasser Yes ~||Low -

| Infectious No - -

YP R Escapes No - -

A A Amed and Dangerous Mo - -

m

4. Asyou click OK, the newly created entity will be displayed in the Involved Persons list, each

entity occupying a single row in the list.

e To display the entity’s general information in the bottom Viewing pane, select the

corresponding row in the list.

< General | Involvements | Narratives Attachments Links

Persons | Organizations  Vehicles

Involved Person: 1

Ttems

Losses  Investigation

© Controls  Audit History

» Add New - Edit + Remove - GoTe
Last Name Linked Person First Name Initial Involvement Type Date of Birth Gender Employee? Interviewed?  Person Loss?  Motes
Browm Jef L Witness 03071974 Male [] ] The only availab.

“ »
Tile Frst Name: sl Last Name Ivolvemert Type
Mr. Jeff L Brown Witness
Date of Bith Gender Martal Status Desianations)
371974 Male
Hair Coler Eye Color

Brown

Notes

Brown

The only available witness is Jeff Brown. who sits in the cubicle section

(ADMIN-T7) three rows over from Kathy.

Injuries: 0

Clothing: 1

Add Losses and Recoveries Associated with an Involved Entity

1. Before you continue with entering losses or reviewing their summary, make sure that you

saved the involved entity's sub-record by clicking OK and that you saved the Incident record

by clicking Save. This will update the calculations the system stores on the previously

recorded losses.

2. Double-click the involved entity in the list that you want to associate a loss with (e.g., the Jeff

Brown'’s Person record).

e In the Associated Losses section in the top right corner you will see the summary of the

losses previously associated with the open entity, including a summary of the entity’s

recovery (Exposure and Averted Loss), Total Loss, Total Recovered loss, and Net Loss.
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Exposure § 0.00
Averted Loss § 0.00
Total Loss $ 30000

Total Recovered § 5000

Net Loss $ 25000

View Losses and Recoveries

3. To review the details of the losses associated with the entity, click on the View Losses and
Recoveries button under the Losses Associated To summary grid.

e A new window will open where you will be able to see the Date a loss was recorded, the
Type of the loss, the Method/Status/Cause the loss was or could have incurred, and
the relevant value of the loss.

Losses Associated To: Brown, Jeff - _ M
e e co—
oK Close Add Loss Add Mo Impact Edit Remove
Date Type Method/Status/Cause Loss Recovery Mo Impact
08M14/2013  Direct 7300700050
08M14/2013 | Recovered % 50,00 USD

4. To add a loss, select one of the following three options:
e To add a loss that has occurred, click Add Loss.

e To add a loss that has occurred and has been recovered, click Add Recovery.

e To add a potential exposure loss or an averted loss that is associated with the involved
entity, click Add No Impact.
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5.  Depending on the option you choose, a new screen will display a subform designed for the
type of loss you selected. Fill out the form’s fields following the guidelines in the Record
Losses Involved in an Incident and View Their Summary section.

6. Click OK.

e Once the changes are saved, the recorded loss data will populate the relevant columns
of the Losses Associated To grid.

7. Add as many loss entries as necessary, repeating steps 4 - 6. Then, click OK to save the
associated losses on the involved entity’s record and see updated summary calculations in
the Associated Losses section of the subform:

Exposure: The total value of the Exposure No Impact loss associated with the involved
entity.

e Averted Loss: The total value of the Averted No Impact loss associated with the
involved entity.

e Total Loss: The total value of the Loss amounts associated with the involved entity.

e Total Recovered: The total value of the Recovery loss associated with the involved
entity.

e Net Loss: The value determined by subtracting the Total Recovery amount from the

Total Loss.
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Losses Associated To: Brown, Jeff -_
oK Close Add Loss Add No Impact Edit Remove
Date Type Method/Status/Cause Loss Recovery Mo Impact
S e -
TOE4Z013 Recovered S 5000 USD

8.  Click OK on the main involved entity’'s subform.
e The entity’s entry in the list will be updated with a checkmark under the
Person/Organization/Vehicle/Item Loss? Column. The loss will also be recorded as a

separate entry under the Losses tab.

9.  Click Save to synchronize the recorded data across the Perspective’'s components.

Person Loss?

Identify All Involved Organizations

Note General Details of an Involved Organization

1.  Select the Involvements tab.
2. Select the Organizations sub-tab.
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10.

11.

12.
13.
14.

Click Add New. A pop-up window will open.

Select the involved organization’s record from the Linked Organization pick list. If an

Organization record does not already exist, use the Quick Add function to create one.

e The Organization Name field will now automatically populate with the linked
organization’s name. Depending on the data available, some additional fields may also
populate with information drawn from the linked Organization record.

Specify how the organization became involved in the occurrence by selecting a description

from the Involvement Type lookup list.

If applicable, input the organization’s file, ID, or other tracking number in the Organization

Number field.

Select an Organization Type from the lookup list.

Specify the means by which the organization has been notified of the occurrence in the

Notified By lookup list.

If there is any documentation associated with the organization's involvement in the

occurrence (e.g., a work order), note the associated tracking number in the Reference

Number field.

Comments
Responding Officer: James T. Dole, Badge 445

&k Add New Record = [ B S
oK Cancel
Linked Organization Crganization Mame nvolvement Type A iated Losses
_ﬂ. Metropolitan Police EDJ X Metropolitan Police Service Responding ServicelAgency -
Exposure
R Organization Number Organization Type Averted Loss
C-9870-D Municipal Agency -
el Total Loss
N Motified By Reference Mumber
; Total R d
' throm"tw ' Control Center | |nsa70 = recovers
MNet Loss
\nl POlIce - Contact Person Contact Phone E
{ eBervices ; & Armando, Luis 5P X | [7805550123 View Losses And Recoveries

Select the name of the organization’s primary contact from the Contact Person pick list. If a
Person record does not already exist for the individual, use the Quick Add function to create
one.

Enter the contact person’s phone number under Contact Phone. Ensure that you use a
consistent format when entering phone numbers.

Enter notes in the Comments box.

To add the organization’s logo to the record, click the Add icon %+ in the image box.

Locate the image file in the browser window and click Open.
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Note an Action Request Sent to the Involved Organization

1. Open the Click to Add Request Details link.

2. Choose the appropriate description for the requested action from the Request Type lookup
list.

3. Ifthereis a tracking or other ID number, enter it in the Reference Number field.

4.  Enter the date the request was made in the Assigned Date field.

5. Select the record of the person who has been administered the request from the Request
Assigned To Person pick list. If a Person record does not already exist for the individual, use
the Quick Add function to create one.

6.  When the action is complete, input the Completed Date.

7.  Add any necessary Notes.

d}l Click To Add Reguest Details
7 0 X

Request Type Tracking Number

Request Assigned To Person

= % X

Notes

Log the Involved Organization’s Response to the Incident

1. Open the Click to Add Response Details link.

2. Select the record of the person in the organization who responded to the incident from the
Responding Person pick list. If a Person record does not already exist for the individual, use
the Quick Add function to create one.

3. Select the record of the person who called the organization from Notified By Person.

4. Enter the date and time the organization was contacted in the Called Date/Time field.

5. Enter the date and time the organization arrived on site in the Arrived Date/Time field.

6.  When the organization’s response is complete and they have vacated the site, enter the

completion date and time in the Cleared Date/Time field.
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7.

Click the Calculate Time link to determine how long it took the organization to respond

(Response Time) and how long they remained on site (Time On Site).

8.  Add any useful Response Notes.

9. Click OK.

i Click To Add Response Details
E]

Called Date/Time Responding Person

A R - tEX

Anived Date/Time Motified By Person
o s X &

Cleared Date/Time

0 R - SEX

Caleulate Time

Response Time: 0 Hrs. 0 Min

Time On Site: 0 Hrs. 0 Min

Response Notes

o X
& X
&+ X

10. Asyou click OK, the newly created entity will be displayed in the Involved Organizations list,
each entity occupying a single row in the list. To display the entity’s general information in

the bottom Viewing pane, select the corresponding row in the list.

& General

© Involvements  Marratives  Aftachments ¢ Links < Losses  Investigation & Controls  Audit History “»
Persons  Organizations  Vehicles  kems
Involved Organizations: 2
= AddNew = Edt = Remove = Goto
Linked Organization Orgznization Name  Involvement Type  Organization Number ~ Organization Type Notified By  Comments Organization Loss?
Cape Breton Regional Police Caps Breton Regiona.. Responding Servic Municipal Agency  Investigator ¥
Metropolitan Police Service  Metropolitan Police 5. Responding Servic. C-3870-D Municipal Agency ~ Control Center  Responding Offi r

Organization Name
Metropolitan Police Service

Reference Number
H-9870

Metropolitan
‘ Police '

Orgarization Typs
Municipal Agency
Netified By

Control Center

Services

Corttact Phone
780 555 0123

Responses: 0

Request: 0

Organization Number
C-9870-D

Invalvemert Type
Respending ServicelAgency

Cortact Person
Armando, Luis

Add Losses and Recoveries Associated with the Involved Organization

Complete the operation, as described in the Add Losses and Recoveries Associated with an
Involved Entity sub-section in the Identify All Involved Persons section.
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Document All Involved Vehicles

Note General Details of an Involved Vehicle

10.

11.

12.

13.

Select the Involvements tab.

Select the Vehicles sub-tab.

Click Add New. A pop-up window will open.

Select the involved vehicle from the Linked Vehicle pick list. If a Vehicle record does not
already exist, use the Quick Add function to create one.

e The License Plate field will now automatically populate with the linked vehicle's license
plate number. Depending on the data available, some additional fields may also

populate with information drawn from the linked vehicle's record.

Indicate how the vehicle became involved in the occurrence by selecting a description from
the Involvement Type lookup list.

Select the most appropriate description of the vehicle’s current status from the Disposition
lookup list (e.g., Seized, Stolen, Released to Owner).

Specify the vehicle's Year, Make, Model, Style, and Color. Your selection in the Model field

will depend on the value recorded in the Make field.

If known, enter the vehicle's VIN and approximate Vehicle Value.

If the vehicle belongs to your organization, check the Company Vehicle? box.

If known, indicate where the vehicle’s license plate is registered in the Country and

State/Province fields.

If the vehicle’s driver was identified, check the Driver Identified box. Then, select the
driver's name from the Vehicle Driver pick list. If a Person record does not already exist for
the individual, use the Quick Add function to create one.

Enter any applicable notes under Comments.

To add a photo of the vehicle to the record, click the Add icon '# in the image box.
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14.

15.

16.

Locate the image file in the browser window and click Open.

Click OK.
( )
5 Add New Record [E=SEEEE
0K Cancel
-
Linked Vehicle License Flate Involvement Type 1 Losses ‘ Tl
&, UDKsE5 P %] [uDkess Suspect = S——
Digposition Year
Towed/Impounded - 2008 - Averted Loss
Make Style Total Loss
Honda - 4 Door Sedan - Total Recovered
Model Color Net Loss =
Ridgeline - Red -
View Losses And Recoveries
VIN Vehicle Value
[l Company Vehicle? ALUKPIZ2222M33333 5 40.000.00 USD
Country
Canada - bl Driver Identified
State'\Province Vehicle Driver | 4
Alberts - _a Brown, Rosie % =
Comments
Abandoned on premises. Stolen items found inside | -

As you click OK, the newly created entity will be displayed in the Involved Vehicles list, each
entity occupying a single row in the list. To display the entity’s general information in the
bottom Viewing pane, select the corresponding row in the list.

& General < Invelvements Marratives Aftachments @ Links & Losses Investigation < Controls Audit History 4
Persons  Organizations  Vehicles  ltems

Involved Vehicles: 1

n Add New = Edit = Remove = Goto

Linked Yehicle License Flate  Involvement Type  Year Make/Model Vehicle Loss? Commenis

EUDKSES— Honda/Ridgeline UDKEES Indirectly Involved 2007 Honda/Ridgeline Iv Abandoned on premises. Stolen items_

License Plate Style

UDKEES 4 Door Wagon

Year Disposition

2007 Towed/Impounded
Involvement Type Color

Indirectly Involved Red

VIN Vehicle Value
4LUKPI2327221M333333 $ 40,000.00 USD

W CB:keith - 2/24/2012 1:33:46 PM - LM: keith - 2/24/2012 1:33:46 PM

Add Losses and Recoveries Associated with the Involved Vehicle

Complete the operation, as described in the Add Losses and Recoveries Associated with an

Involved Entity sub-section in the Identify All Involved Persons section.
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Identify All Involved Items

Note General Details of an Involved Item

1.  Select the Involvements tab.

2. Select the Items sub-tab.

3.  Click Add New. A pop-up window will open.

4.  Select the involved item’s name from the Linked Item pick list. If an Item record does not

already exist, use the Quick Add function to create one.

e The Item Name field will now automatically populate with the linked item’s name.

Depending on the data available, some additional fields may also populate with

information drawn from the linked item’s record.

5. If known, enter the serial or ID number of the item in the Serial Number field.

6.  Select the most appropriate description of the item'’s current status from the Disposition

lookup list (e.g., Seized as Evidence, Destroyed, Returned to Owner).

g7 Add New Record

) [ |

oK Cancel

Linked tem kem Name
[ Laptop Computer 5P 7% | [Laptop Computer

= Serial umber
XTP-4005
I Dispostion
) _ Seized As Evidence  +,

ttem Value

=) %) S| 213500 USD

W ttem is Evidence?

tem Category ftem Make

Carparate Property - Dell -
tem Type ttem Model

Laplop - Inspiron E1705 -
(4 Owner Idertfied/Known?

Organization Owned By Person Owned By

& TML Inc a8 K B Howard, Kathy 98

Notes
Located at the cubicle ADMIN-78,

Losses

Exposure
Averted Loss
Total Loss

Total Recovered
Net Loss

View Losses And Recoveries

7. Enter the item’s exact or estimated value in the Item Value field.

8.  If applicable, check the Item is Evidence? box.

9. Identify the general classification of the item by making selections from the Item Category

and Item Type lookup lists. These fields are hierarchical.
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10.

11.

12.

13.

14.

15.

16.

Specify the Item Make and Item Model. These fields are hierarchical.

If the item’s owner is known, check the Owner Identified/Known? box. Then, select the
name of the organization or person that owns the item from either the Organization
Owned By or Person Owned By pick lists. If an Organization or a Person record does not
already exist, use the Quick Add function to create one.

Add comments about the item in the Notes field.

To add a photo of the item to the record, click the Add icon =+ in the image box.

Locate the image file in the browser window and click Open.

Click OK.

As you click OK, the newly created entity will be displayed in the Involved Items list, each
entity occupying a single row in the list. To display the entity’s general information in the

bottom Viewing pane, select the corresponding row in the list.

< General % Involvements Marratives Attachments Links Losses Investigation < Controls Audit History 4 »
Persons  Organizations  Vehicles  ltems
Involved ftems: 1

= Add New n Edit = Remove = Goto

Linked ltem ltem Mame Category ! Type Dispaositi ltemis Evidence?  ltem Loss?  Motes
Laptop Computer Laptop Computer Corporate Property/Laptop Seized As Evidence v r Located at the cubicle..
- . " tem Name Category / Type
Laptop Computer Corporate Property/Laptop
ttem Value Make / Model
2135.00 | Dellilnspiron E1705
_‘ Disposition Serial Number
3 Seized As Evidence XTP-400S

Add Losses and Recoveries Associated with the Involved Item

Complete the operation, as described in the Add Losses and Recoveries Associated with an

Involved Entity sub-section in the Identify All Involved Persons section.

Summarize an Incident or a Case

1.

Select the Narratives tab.

m © Resolver Inc. Confidential. Do not distribute. Page 71 of 354



Perspective User's Guide Data Forms

2. Click the appropriate Add link. The Narrative Editor window will open.

3. Choose the applicable description from Narrative Type (e.g., Executive Summary, Original
Narrative, Follow-up). By default, your name will appear in the Author field.

4.  Type your narrative in the text box.

e For details on operating the Narrative Editor, consult Appendix B: Text Editor
Navigation at the end of this guide.

5. When finished composing your narrative, click Accept & Return. The Narrative Editor
window will close, and the new narrative record will populate the Narratives grid.

< (General < Involvements Narratives Attachments < Links < Losses Investigation < Controls Audit History 4 »

Total Namatives: 2

= AddNew = Edt = Remove = Seal = Read

Sealed Created By Date/Time = Narrative Type Author
r 25/11/2010 5:25:07 PM  Original Narrative Davis, lan

r 25/11/2010 5:30:34 PM  Follow-up Remnyzkova, Svetlana A

November 25, 2010

0On the 23rd of November, 2010, security received a call from the complainant Kathy Howard. Howard stated that her corporate laptop had been stolen during a break the
previous day, 22nd of November, 2010, while she was away from her desk.

Officer Davis responded and spoke with Kathy Howard who advised that she left her cubicle which is located in section 4Bof the administration office at approximatety 04:20PM
and wert to the cafeteria. When she left her cubicle her comporat. .|

d CB: remnyakova - 25/11/2010 5:25:07 PM - LM: remnyakova - 25/11/2010 5:25:07 PM

Attach a File to a Record

1. Select the Attachments tab.

2. Select the Files sub-tab.

3. Click the applicable Add link. A pop-up window will open.

4.  Add attachments by either dragging and dropping or clicking Browse.
5. For each attachment, do the following:

a. The Attachment Title field will automatically populate with the name of the attached

file. If necessary, modify the name.
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b.  From the Attachment Type lookup list, select the appropriate designator for the
attachment (e.g., Document, Picture, Video, Voice Recording).

c.  Give an overview of the attachment in the Description text box.

d. Forimage files (e.g., .bmp, .gif, .jpg, .png), check the Include when Printing? box to
have a copy of the image included with every print-out of the record.

e. Click Remove to remove any unwanted attachments.

6.  Once you are finished working with attachments, click OK.

1] Attachment Manager e = | G|
Drag and drop fles below “ar-
Remove Atachment Tle Mtachment Type  rekite yhen Description

Remove
Aachment THle
Attachment Type
S 7] Inciud when prnting?
Description
H |
File Narme l
File Betansion
Fils Sizs
oK Concel
Ready

7. To preview an attachment, ensure the attachment is highlighted in the grid and click View.

8.  Once the attachment is loaded, click Open. The attachment file will open in a separate

window.

9. Close the window to return to the record.

< General @ Involvements < Narratives © Aftachments @ Links < Losses Investigation © Controls Audit History 4 »

= Add New = Edit = Remove = View

Total Attachments: 2

Attachment Title ~ Attachment Type File Name File Extension File Size Description
Original narrative  Document orig_narrative bet 1 KB Original narrative of the incident (by Kathy Howard)
Dell Inspiron E1705 Picture dell_inspiron_e1705 ipg 28 KB Photo of the stolen laptop.

W@ CB:remnyakova - 26/11/2010 10:48:06 AM - LM: remnyakova - 26/11/2010 11:07:45 AM

View Attachments
There are two ways to view attachments in Perspective.

The first way to view an attachment is the following:
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1. Select the Attachments tab.

2. Select the Files sub-tab.

3. Click the file name you want to view from the list of attached files.

4.  Click the View link.

5. Click Open.

The second way to view an attachment is the following:

1. Select the Attachments tab.

2. Select the Pictures sub-tab. Thumbnails of attached files will be visible.

3. Left-click the thumbnail for a full screen view of the attachment.

4.  To close the full screen view of the attachment, click the X icon in the top right corner.

a. Right-click the thumbnail to view the title and description of the attachment. Right-click
to go back to the thumbnail.

Link the Incident to an Activity
1. Select the Links tab.
2. Inthe Activity Links section, click Add New. A pop-up window will open.

3. Specify how the incident and activity are related in the Link Type field (e.g., Common Call

Source, Common Location).
4.  Select the appropriate activity from the Linked From Activity pick list.

5. Indicate the date that the incident became associated with the activity in the Link Effective
Date field.

6. Type any additional information about the link in the Notes field.

7. Click OK.
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27 Add New Record =R

oK Cancel

Link Type Linked From Activity

Commen Call Source - 8 ACT-2011-000129 ‘{,‘3
Link Effective Date

24/08:2011 CH X

Notes
Common Call Source: Phone 780 555 6677 (Officer D. Clark) -

8.  Click Save, after which this link will be automatically cross-referenced in the linked activity’s
record under the Links tab.

< General % Involvements Marratives Aftachments < Links % Losses Investigation < Controls Audit History 4
¥ Case Links

¥ Incident Links

# Activity Links

Add New Edit Remove Goto

Number of Linked Activities: 2

Linked From Activity Link Type Link Effective Date Notes
ACT-2011-000015 Escalated to Investigation 18/05/2011

EACT-ZD‘I‘I-DDDQB Commen Call Source 24/08/2011 Commen Call 5.

v -

Link an Incident to Another Incident

1. Select the Links tab.
2. Inthe Incident Links section, click Add New. A pop-up window will open.
3. Select the appropriate incident from the Linked To Incident pick list.

4.  Specify how the two incidents are related in the Link Type field (e.g., Common Suspect,

Similar Description).

5. Indicate the date that the two incidents became associated with each other in the Link
Effective Date field.

6. Type any additional information about the link in the Notes field.

7. Click OK.

m © Resolver Inc. Confidential. Do not distribute. Page 75 of 354



Perspective User's Guide Data Forms

57 Add Mew Record [ e =
o 0K | &9 Cancel
Link Type Linked To Incident
Same Class and Location  ~| | EQ) INCDOOODD0O0148 a8
Link Effective Date
26/11/2010 CE X
Notes

The linked incidert is also @ Company Property Theft and occured at the Site A,
Building 1, Location 1.

8.  Click Save, after which this link will be automatically cross-referenced in both Incident
records under the Links tab.

< General < Involvements Narratives Attachments < Links ¢ Losses Investigation < Controls Audit History 4 »
% Case Links
# Incident Links

= Add Mew = Edit = Remove = Addto Case = Goto

Number of Linked Incidents: 2

Linked To Incident Link Type Link Effective Date Motes

INCDOOD0000148  Same Class and Location 261172010 The linked incident is also a Company Property Theft and occurred at..

INCDOOD000005Y  Commen Suspect 27172010 Commen Suspect and M.O.

¥ CB:remnyakova - 26/11/2010 11:07:45 AM - LM: remnyakova - 26/11/2010 11.07:45 AM

¥ Activity Links

To link all incidents in the grid and then open Incident record to a case, follow the procedures

described below:
Note: The Case component is only available in the ICM and EIM Editions of Perspective.
1. Click Add to Case. A pop-up window will open.

2. Specify how the incidents are related to the case in the Link Type field (e.g, Common
Person, Related Incidents).

3. Select the appropriate case from the Linked To Case pick list.

4. Indicate the date that the incidents became associated with the case in the Link Effective
Date field.

5. Type any additional information about the link in the Notes field.

6.  Click OK.
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7. A confirmation message will notify that links were created successfully. Click OK. These links

will be automatically cross-referenced in the linked Case record under the Links tab.

Add New Record
« OK | &3 Cancel

Link Type Linked To Case

Related Incidents - [ CASE-2008-000006
Link Effective Date

10/12/2010 CHE X

Naotes

The incidents have idertical involved persons and location |

]

Link an Incident to a Case

Note: The Case component is only available in the ICM and EIM Editions of Perspective.

1.  Select the Links tab.

2. In the Case Links section, click Add New. A pop-up window will open.

3. Specify how the incident and case are related in the Link Type field (e.g., Common Person,

Related Incidents).

4,  Select the appropriate case from the Linked From Case pick list.

5. Indicate the date that the incident became associated with the case in the Link Effective

Date field.

6. Type any additional information about the link in the Notes field.

7. Click OK.
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&7 Add Mew Record =0 EoR| ==

« OK | &3 Cancel

Link Type Linked From Case

Commen Person ~|  |EZ CASE-2008-000058 s
Link Effective Date

2211212010 CE X

Notes
The case is built around a common person. -

8.  Click Save, after which this link will be automatically cross-referenced in the linked case’s
record under the Links tab.

< General < Involvements Marratives Attachments < Links & Losses Investigation < Controls Ludit History 4
& Case Links
= AddMew = Edit = Remove = Goto
Number of Linked Cases: 3
Case Number Link Type Link Effective Date Notes
CASE-2010-000027 Commen Organization 01122010 Similar theft pattern.

ADMC-2008-000124 Commen Organization 07/0172011 The case contains related incidents that occurred in the common organization.

CASE-2009-000058 Commen Person 221212010 The case is built around a comman persen

W) CB:remnyakova - 26/11/2010 12:31:22 PM - LM: remryakova - 26/11/2010 12:31:22 PM

¥ Incident Links
¥ Activity Links

Record Losses Involved in an Incident and View Their Summary

The Losses tab within an Incident record can be used to add the following types of incident

losses:

Loss: A monetary loss that occurred in the course of the incident.

o Recovery: A loss amount associated with an incident that has been restored or regained as

a result of an action that had been implemented after the incident took place.

. No Impact Loss: A loss that has been associated with an incident that has either been

prevented or remains a potential loss and, hence, does not impact the Net Loss amount.\

1. To add a loss, open the Losses tab and click on the Add Loss, Add Recovery, or Add No

Impact hyperlink, depending on the type of loss that you want to record. Depending on the
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option you choose, a new screen will display a subform designed for the type of loss you
selected.

Note: Some of the following fields may not be available on the form that you see on the
screen; those fields will be supplied with additional directions.

2. Inthe process of adding a loss, you may choose to either associate the loss with the broader
Incident record or with one of the incident’s existing involvements (i.e., an involved person,
organization, vehicle, or item). To specify the type of data you want to associate your loss
entry with, select one of the options from the Associated Type lookup.

Note: If you want to add a loss associated with an incident’s involvement that has not been
recorded yet, you must first create an involved record under the Involvements tab before
creating the loss record. For a detailed description of the procedure of adding involved persons,
organizations, vehicles, or items to an Incident record, see the Identify All Involved Persons,
Identify All Involved Organizations, Document All Involved Vehicles, and Identify All
Involved Items sections.

3. If you chose to associate the loss with any of the incident’s involvements (e.g., Person
Involvement), select the specific unit of involvement that has been previously recorded
under the Incident form from the Associated To lookup (e.g., Brown, Jeff).

Note: The options available on the lookup have been cross-populated from each of the
involvement's sub-tabs and can only contain involvement records that had been created and
saved prior to adding the loss.

The same function is available under each of the involvements’ sub-tabs. For details, please see
the Add Losses and Recoveries Associated with an Involved Entity section.

4.  Enter the Date that is associated with the loss (e.g., a date when the loss or the recovery

occurred, or a date when the no impact loss is most probable).
5. Enter the number of loss units, as well as the approximate value of each unit in the Unit(s)
and Value Per Unit fields. The Total field below will automatically calculate the total value of

loss multiplying the Unit(s) by the Value Per Unit values.

6. Identify the nature of the loss under Loss Type (e.g., Direct or Indirect, Averted, or

Exposure).

7. If applicable, specify the reason for the actual or the potential loss you are recording under

Loss Cause (e.g., Accident, Deliberate, or Unintentional Act).
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10.

11.

12.

13.

14.

If you are recording a loss that has actually occurred, determine the current state of the lost
unit(s) under Loss Status (e.g., Compromised, Lost, Stolen, or Damaged).

Under Method, select a descriptor that best defines the way in which the loss occurred or
can potentially occur (e.g., Wired Transfer or Cash).

For actual and no impact losses, select the name of the person who recovered the loss or
defined the incident as incurring potential loss from the Recovered/Determined By Person
pick list. By default, the field will contain the name of the person recording the loss.

If you are recording a recovery, also complete the Recovered From Person and the
Recovered From Organization fields, as applicable.

Enter any additional comments under Notes.

Click OK. Once the changes are saved, the recorded loss data will populate the relevant
columns of the Losses grid. For optimal analysis, you may arrange the loss entries by a
column header (e.g., Associated To, Date, or Type) and change the position of the columns

in the grid.

Click Save to synchronize the recorded data within the relevant involvement records and
update the summary calculations displayed to the right of the grid.

e Total:

Total Exposure: The total value of the Exposure No Impact loss associated with the

incident and the involved entities.

Total Averted: The total value of the Averted No Impact loss associated with the
incident and the involved entities.

Total Loss: The total value of the Loss amounts associated with the incident and the
involved entities.

Total Recoveries: The total value of the Recovery loss associated with the incident and
the involved entities.

Net Loss: The value determined by subtracting the Total Recoveries amount from the
Total Loss.
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e Losses: The total values of Loss amounts arranged by Loss Type (e.g., Direct or Indirect).

e Recoveries: The total values of Recovery amounts arranged by Recovery Type (e.g.,
Physical or On-line Purchase).

e No Impact: The total values of Recovery amounts arranged by No Impact Type (i.e.,
Averted or Exposure).

< General < Involvements Marratives Attachments < Links < Losses Investigation < Controls Audit History 4
% Loss And Recovery Details Total
Total Exposure $2.125.00 USD
Incident Loss 5i t T Lo 3R ies: 2 Mo Impact: 2
Incident Loss Summary 5388 ecoveries o Impa Total Avested $ 790,00 USD
= Add Loss = Add Recovery = Add Mo Impact = Edit = Remove Total Loss $ 8.442.00 USD
Diate 7| Associated To Type Method/Status/Cause Loss Recovery Mo Impact Total Recoveries $ 680.00 USD
H Met Loss $ 7.762.00 USD
i 011132012  Incidents Direct ACH/Stolen/Deliberat  $ 2.452.00 US i
osses
021522012 ltem Involvem  Wallet Direct ‘wired Transfer/LosttA & 3.225.00 US Direct $ 5.717.00 USD
01/252012 Organization | Cape Breton Re  On-line Purcha  Merchant Credit s 80.00 USD Indirect $2.725.00 USD
. . Recoveries
01/2002012 Organization |  Sydney Police S Exposure CheguelStolen/Intenti § 2125.00 USD
Physical $ 600.00 USD
01/25/2012 Person Involve  Brown, Jeff Indirect ACH/Lost/Intentional § 272500 US Ondine Purchase $ 80.00 USD
022372012 Person Involve Hatfield, Carme  Averted Cash/Unintentional - s 790,00 UsD|] Nolmpact
o X X Exposure $2.125.00 USD
02/24/2012  Vehicle Invelve  UDKEES Physical ‘wiright-off $ 600.00 US Averted £ 790.00 USD

Record Incident Investigation Data
Note: The Investigation component is only available in the ICM and EIM Editions of Perspective.

Note General Details of an Investigation

1. Select on the Investigation tab.

2. Select on the Details sub-tab.

3. In the General section, select the name of the person who ordered the investigation from
the Investigation Initiated By Person pick list. If a Person record does not already exist for
the individual, use the Quick Add function to create one.

4.  Enter the date the investigation was initiated under Investigation Start Date.

5. If the investigation has undergone a review, enter the applicable date in the Investigation

Last Review Date field.
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6.  When the investigation is complete, enter this date in the Investigation Closed Date field.

7. Input general notes in the Investigation Comments box.
< General < Involvements < Marratives < Aftachments < Links < Losses
Details  Summaries  Logs  Interviews  Evidence/Property
# General

Investigation Initisted By Person
) Davis, lan '{rE' < Total Time Spent: 0 Hrs.
Investigation Start Date Total Expenses: § 0.00UsD
231172010 S BB K| Total Evidence 0
Investigation Last Review Date Number of Interviews 0
09/12/2010 CEX

Number of Investigators 0
Investigation Closed Date
151272010 TE X Investigation Duration 3 dayls)

Update

Investigation Comments

The investigation was initially assigned to Officer Mairon Alvarez. Then, it was passed on to Officer lan

Davis.

¥ Investigators

Assign an Investigator to an Incident’s Investigation

1. In the Investigators section, click Add New. A pop-up window will open.

% Investigation

< Controls

Audit History 4

2. Specify the applicable role of the investigator in the Investigator Type field (e.g., Lead
Investigator, Assisting Investigator, Forensic Specialist).

3. Select the record of the investigator from the Investigator pick list.

4. Inthe Assigned Date field, enter the date and time the person was assigned to the

investigation team.

5. If the investigator is removed from the investigation team at some point, you may enter the
applicable date and time in the Completed Date field.

6.  Enter any relevant notes in the Comments box.

7. Click OK.
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5P Add New Record
" OK | i3 Cancel

==

nvestigator Type tigator

nvestig
Lead Investigator - J_i Davis, lan EEE' *

Assigned Date

Completed Date
2311/201012:00PM  J B X | i/ : THE X

Comments

The investigation was passed on to Davis on the same date as the

»
incident was reported |

8. Add as many investigators to the Investigators list as necessary.

< General < Involvements < MNarratives < Attachments < Links < Losses

Details  Summaries  Logs  Interviews  Evidence/Property
¥ General

s

% Investigators
= Add Mew = Edi = Remove

Total Investigators: 3

Assigned Date  Investigator Type Investigator Completed Date  Comments

< Investigation

< Controls Audit History 4 p

23112010 Lead Investigator Davis, lan

The investigation was passed on to Davis on the same dat .

16/08/2011  Assisting Investigator Adams, Abbott

2411/2010  Assisting Investigator Campbell, Keith 26M1/2010
W) CB:remnyakova - 26/11/2010 3:16:58 PM - LM: davis - 26/11/2010 3:43:24 PM

9.  Click Save. An Auto Notification pop-up window will appear.

Cfficer Campbell’s involvement in the investigation was ter_.

e To send an email notification of the assigned investigation to the investigator, ensure
the appropriate checkbox is selected and click Send. Notifications are automatically sent
in HTML. Deselecting the Send Formatted box, prior to clicking Send, will format the
notification details in plain text rather than the default HTML table.

[ ]

If the investigator does not have a primary email address entered in the system, an error

message appearing beside the investigator's name will indicate that an email cannot be

sent. In this case, click Close to exit the window.
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& Aute Netification

Oeherwige, click Close 1o et this window without sending any nfomation,
Type Send Notificabion To

J| Assigned Investigation Davis. lan (idavis@ppm2000.com)

Assigned Investigation ¥ Campbell, Keith (Email cannot be sent)

Salsct Al Desslect Al Sand Fomatted [f Coss

Fecord changes have been saved. To send any of the folowing auto-notifications to
‘| the emal addresses ksted, ansure the appropate chackbenes are sslected and cick Sand

Summarize an Incident’s or a Case'’s Investigation

1. Select the Investigation tab

2. Select the Summaries sub-tab.

3. Click the appropriate Add link. The Summary Editor window will open.

4.  In the window, choose the applicable description from the Summary Type lookup list (e.g.,

Investigation Summary, Follow-up). By default, your name will appear in the Author field.

4. Type your summary in the text box. For details on operating the Summary Editor, consult

Appendix B: Text Editor Navigation at the end of this guide.

5. When finished with your summary, click Accept & Return. The Summary Editor window will

close, and the Summary’s grid will populate with the new investigation summary.
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< General < Involvements Marratives Attachments 4 Links < Losses Investigation < Contrals 4 »

Dietails Logs Interviews  Evidence/Property

Total: 2

= Add Mew = Edit = Remove = Seal = Read

Sezled Created By Date/Time Luthor Summary Type
W 26/11/2010 455:59 P.. Davis. lan Executive Summ..
r 26/11/2010 4:55:59 P.. Davis, lan Follow-up

This record was sealed by davis on 26/11/2010 3:38:52 PM
Movember 28, 2010

On the 26th of November, 2010, a report was received from Marie Walsh, an employee in Support Services. Marie had called the security hotline advising that she had spoken
to another employee who she would not name.

Walsh advised that the unknown person states that Jeff Brown was the once involved in the thefts and that he had one of the stolen PDAs in his desk drawer.

On November 27th, 2010, Officer Davis called Jeff Brown to the security office. Brown amived at the se

W) CB:davis - 26/11/2010 4:55:59 PM - LM: davis - 26/11/2010 4:55:59 FM

Log Investigative Tasks and Expenses

1. Select the Investigation tab.

2. Select the Logs sub-tab.
Click the appropriate Add link. A pop-up window will open.

4.  Specify the nature of the task in the Task Type field.
5.  Select the name of the person who completed or must complete the task from the Task
Done By Person pick list. If a Person record does not already exist for the individual, use the

Quick Add function to create one.

6. If applicable, specify the date the task was finished under Task Date, and the time it took to
complete under Time Spent.

7. If there is an expense associated with the task, enter the Expense Type and the total
Expense Amount.

8.  Check the Follow-up Required? checkbox, if applicable.

9.  Enter any additional information about the task under Log Notes.

m © Resolver Inc. Confidential. Do not distribute. Page 85 of 354



Perspective User's Guide Data Forms

51 Add New Record =)
« OK | &3 Cancel
Task Type Task Done By Person
General Investigation J_j. Davis, lan ﬁ}! >
Expense Type Task Date
Administrative - 2601112010 T H X
Expense Amount Time Spent
§ 12050 CON 10F] Hrs 30F¢] Min

O Follow-up Required?

Log Motes
Background checks. -

10. Click OK. The investigative task and/or expense will be added to the Logs grid.

< General < Invelvements < Narratives < Attachments < Links < Losses < Investigation < Controls Audit History 4 p
Detzils  Summaries Logs  Interviews  Evidence/Property

= Add New = Edit = Remove

Total: 3
Follow-up Required? Task Date Task Type Task Done By Person Time Spent Expense Type Expense Amount
v 25112010 General Investig. Campbell, Keith 8.0hrs s 0.0 UsD
v 26117172010 Interview Davis, lan 2.0hrs Administrative $ 5.5 USD
I 26112010  General Investig. Davis, lan 10.5 hrs Administrative $ 1205 USD

Background checks.

W) CB:davis - 26/11/2010 4:55:53 PM - LM: davis - 26/11/2010 4:55:59 PM

Document Investigation Interviews

1. Select the Investigation tab.
2. Select the Interviews sub-tab.
3. Click the appropriate Add link. The Interview Editor window will open.

4.  In the window that appears, choose the applicable description from the Interview Type

lookup list (e.g., Interview or Interrogation).
5. Select the name of the person who was interviewed from the Subject of Interview pick list.

If a Person record does not already exist for the individual, use the Quick Add function to

create one.
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6.  From the Subject’s Involvement Type lookup list, specify the nature of the interviewee’s

involvement in the occurrence.

7. Select the name of the person who conducted the interview from the Interview Conducted
By pick list. If a Person record does not already exist for the individual, use the Quick Add

function to create one.

8.  Specify the Start Date/Time and the End Date/Time of the interview.

State where the interview was conducted in the Location of Interview field.

9.
10. ldentify the person who formally witnessed the interview in the Witness field.
11.  Check the Interview Recorded? box, if applicable.

12. Type the interview transcript in the text box. For details on operating the Interview Editor,

13.
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consult Appendix B: Text Editor Navigation at the end of this guide.

] ig s Interview Editor -
Interview Import/Export Tools Spelling
g ; & [P ]: B Undo g7 g =) [ em - S Sealed
v 6 b L l—l < Redo
Accept& Cancel & Cut Copy Paste === Normal Page Style Float Show\Hide
Return Return Fields
Document Edit Format Text Style Interview Details
nterview Type Subject of Interview Subject's Involvement Type i jucted by
Interview - 8, Brown, Jeff L {,‘3 P Subject of Interest - I8 Davis, lan '{,‘3 P
Start Date / Time End Date / Time Location of Interview Witness
2711/201010:30aM & E X 2720101230PM ;B X Security office, Interview room #1 White, Pamela - Badge 335 [ Interview Recorded?
Arial Mamow - 11 v 3= | = [E 4 100% ~ [Nomal -
B LT A A RPN PP ER IR EPUPEREN LPRRTPRY 417, . [ . [ ,
Interview Report e
Date of Interview: November27, 2010
Time of Interview: 10:30AM =
Location of Interview: Security office, room #1
Interviewer: lan Davig
Inferviewee: Jeff Brown

Interview Narrative:

Davis: Jeff, we have information from ancther employee that say you were involved in the thefts from Section 1 in Building A this month. Isthis true?

When finished composing the transcript, click Accept & Return. The Interview Editor
window will close, and the new interview record will be entered in the Interviews grid.

Page 87 of 354




Perspective User's Guide Data Forms

< General & Imvolvements < Narratives < Attachments < Links <% Losses < Investigation < Controls Audit History 4 p
Details ~ Summaries Logs  Interviews  Evidence/Property

= Add Mew = Edit = Remove = Seal = Read

Total: 1
Sealed Interview Type = Subject of Interview Subject’s Invelvement Type Interview Conducted by Start Date / Time Interview Recorded?
: r Interview Erown, Jeff L Subject of Interest Davis, lan 271172010 10:30 AM v

Interview Report o

Date of Interview:
November 27, 2010
Time of Interview:
10:30 AM

Location of Interview:
Security office, room #1
Interviewer:

lan Davis

Interviewee

Jeff Brown 52

m

W CB:davis - 26/11/2010 5:17:05 PM - LM: davis - 29/11/2010 2:56:45 PM

Track Investigation Evidence

1.

10.

Select the Investigation tab.

Select the Evidence/Property sub-tab.

Click the appropriate Add link. A pop-up window will open.

Input the item name under Evidence/Property Name.

Choose the applicable description from the Evidence/Property Type lookup list (e.g.,
Found, Recovered, Seized).

If known, select the name of the organization or person who owns the item from the Owner
Name Organization or Owner Name Person pick lists. If an Organization or Person record
does not already exist, use the Quick Add function to create one.

Specify the date and time the item was found/seized in the Found/Seized Date/Time field.
Describe where the item was found or seized in the Found/Seized Location field.

Select the person who seized the item from the Seized By Person pick list.

Indicate who the item was seized from by making a selection from the Seized From Person

pick list.

Type any additional information about the item in the Notes textbox.
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11.

12.

13.

14.

15.

16.

To add an image of the item to the record, click the Add icon # in the image box.
Locate the image file in the browser window and click Open.

In the Current Status section, choose the appropriate descriptors from the Evidence Status
and Disposition lookup lists.

If the item is secured, enter the current location of the item in the Secured/Storage
Location field.

Select the person who is currently in possession of the item from the Person In Possession
pick list.

Input the applicable number in the Evidence/Property Tag field.

Edit Record =]
«” 0K | &3 Cancel
Details
Evidence / Property Name Found / Seized Date/Time
Recovered Missing PDA 2711172010 12:00 PM TEX
Evidence / Property Type Found / Seized Location
Recovered - Desk of Jeff Brown, ADMIN-77

Owner Name Organization

5, Advanced Security Inc. % s

Owner Name Person

Seized By Person

_a Davis, lan % X

Seized From Person

_ﬁ Howard. Katherine M % x _a Brown, Jeff L %5 P
Motes
PDA seized from Jeff Brown's desk drawer. Retumed to owner. -
Current Status
Evidence Status Disposition Secured / Storage Location
Unsecured - Released to Owner -
Person In Possession Evidence / Property Tag
[ Howard, Katheri &8 »< | |06-T4563
Chain of Cust
ol st ody i pirt . | 2 Update Chain of Custody
Status Changed Date/Time Evidence Status Disposition Storage Location Person In Possession Evide *
< T 3

17. Click OK to save the entity in the Evidence/Property grid.
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< General % Involvements < Marratives < Attachments < Links % Losses % Investigation < Controls Audit History 4 p
Details  Summaries  Logs  Interviews  Evidence/Property

= Add New = Edit = Remove
Total: 1

Evidence / Property Name Evidence / Property Tag Evidence / Property Type Found / Seized Date/Time Disposition Evidence Status

éReDwered Missing PDA  06-T4563 Found 27112010 12200 PM  Released to Owner Unsecured

Evidence / Property Name
Recovered Missing PDA

Notes
PDA seized from Jeff Brown's desk drawer. Returned to owner.

W CB: davis - 29/11/2010 5:38:19 PM - LM: remryakova - 25/08/2011 4:57:46 FM
If you need to update the evidence's current standing, you have to open the relevant evidence

entity in the edit mode, make the necessary changes to the fields listed under Current Status,
and follow the procedures described below:

1. Click the Update Chain of Custody link. A pop-up window will open indicating that one or
more of the status fields have been changed.

2. By default, the current date will appear in the Status Changed Date/Time field. Modify this if
the item’s status actually changed at an earlier date.

3.  Explain the change to the item’s status in the Reason for Status Change textbox.

£ Chain of Custody Details (=3

‘One or more of the status fields have changed.Enter the date of when
the changed occurred and why.

Status Changed Dates/Time
29/11/2010 1200 PM = EH X

Reason for Status Change
PDA released to owner.

¢ 0K |6 Caneedl |

4.  Click OK. A new entry will now appear in the evidence record’s Chain of Custody section,
detailing, among other things, when and why the change was made.

5. If you want to print the Chain of Custody grid, click the Print hyperlink.
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Note: The Chain of Custody is not included in the Investigation Report. Therefore, this printing

option is only available via the Evidence/Property sub-tab.

" OK | &3 Cancel
Details

Evidence / Property Name Found / Seized Date./Time
Recovered Missing PDA 2711142010 12:00 PM  E X

i 7 |
) . oD - ;
’» %‘IZ'7'°I'TT P OO OPFFPL OO0

Current Status

Evidence Status Dispositior Secured / Storage Location
Secured - Released to Owner -

Person In Possession Evidence / Property Tag

[0 Howard, Katheri 59 < |06-TA563

Chain of Custody

i Pint.. | % Update Chain of Custedy
Status Changed D | Evidence Status | Disposition | Storage  Person InPos | Evidence /P | Reason for Status Change g
p {EEATRGTG T Unsecured Feleased i Howard, Kath 08 T48ET Bl released to owner.
07/06/2011 . | Secured Released t. Howard, Kath. 06-T4562 The evidence has been re-clai..

Edit Record [

View an Incident’s Key Investigative Data Summary

1.
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Select the Investigation tab.

Select the Details sub-tab. The incident’s key investigative data will be displayed in
of a table next to the general details of the investigation:

the form

o Total Time Spent: The total number of hours spent on the investigation to date, drawn

from the Logs sub-tab.

e Total Expenses: The total cost of investigation to date, drawn from the Logs sub-tab.

e Total Evidence: The total number of evidence pieces that investigators have collected to

date, drawn from the Evidence/Property sub-tab.

¢ Number of Interviews: The total number of interviews that investigators have
conducted to date, drawn from the Interviews sub-tab.
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e Number of Investigators: The total number of investigators examining the incident,
drawn from the Investigators section of the Details sub-tab.

¢ Investigation Duration: The length of the investigation, based on the time elapsed
from the Investigation Start Date to the Investigation Closed Date (or current date if the
investigation is not yet closed).

3. To refresh the information in the summary table, click the Update link.

4.  Every time a review of the investigation is conducted, make sure to change the
Investigation Last Review Date field.

5. Once the investigation is completed, enter the relevant date in the Investigation Closed
Date field.

< General < Involvements < Marratives < Aftachments < Links < Loszes < Investigation 4 p

Details  Summaries Logs  Interviews  Evidence/Property

% General

Investigation Inttiated By Person
5, Davis, lan &P X | Total Time Spert: 205 Hrs.
Investigation Start Date Total Expenzes: % 126.00 CDN
2301172010 CEX Total Evidence: 1
Investigation Last Review D‘ate Number of Interviews: 1
09/12/2010 i

MNumber of Investigators: 4
Investigation Closed Date
1511212010 s H X Investigation Duration: 22 dayls)

Update

Investigation Comments

The investigation was initially assigned to Officer Mairon Alvarez. Then, it was passed on to Officer lan
Davis.

¥ |nvestigators

Control a Record’s Processing Options

Set the Security Controls and Status of a Record

1. Select the Controls tab; the Details sub-tab will open by default.

2. Inthe Controls section, fill out the Org Level fields to set the record visibility settings for the

various groups within your organization. Organizational rollups are hierarchical, so the
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option you select in the Org Level 1 field will determine what options are available in the
Org Level 2 field, and so on. As you move down the hierarchy, organizational rollups
become more specific, naming groups within your organization that are increasingly
specialized by company division or region.

Only users with organizational rollups corresponding to or higher than the organizational
rollup you select for the record will have access to it. For example, if a record’s rollup is
North America/Canada/Alberta, the user whose organizational rollup is North America or
North America/Canada/Alberta will have access to the record, while the user whose
organizational rollup is North America/Canada/Alberta/Edmonton will not.

3. Inthe Access Level field, set the security level from 1 to 5. Each security level corresponds to
a specific security description, such as Classified. Only users with the same security Access
Level as the one you select (or higher) will be able to view the record.

4.  If you want to archive the record making it unavailable for users to access, check the
Archive (Record is not visible) box.

5. Set the Status of the record to Open or Closed. Meanings of open and closed are
dependent on your organization’s definition of these statuses. Generally, an open record
means that it is actively being worked on or, possibly, is inactive for a finite amount of time.
The closed status in this case would mean that the record is no longer being worked on due
to completion or inactivity for an indefinite amount of time.

6.  Select the most appropriate description of the record’s current standing in the Disposition

field (e.g., Inactive, Pending Court, Waiting for Approval).

7. If any policy, legislation, or business rule pertinent to your organization's procedures
requires information about the record, or the persons involved in the record, to be kept for a

certain length of time, enter the end date of that period in Expiry Date.

Note: No information will automatically be deleted on this date; it is for tracking purposes
only.

8.  From the Record Owner pick list, select the Person record that corresponds to the individual

who is responsible for the closing the record. If a Person record does not already exist for

this individual, use the Quick Add function to create one.
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< General < Invelvements < Marratives < Attachments < Links < Losses < Investigation 4 »

Details  Outcome Reviews  Assignments

% Controls
Org Level 1 Arcess Leve
Morth America - Level 3 | [ Archive (Record is nat visible)
Org Level 2 Status Record Owner
Canada A Open ~ D Abrams, Temy CD:' b
Org Level 3 Digposition
Alberta h Under Investigation -
Crg Level 4 Expiry Date
Edmenton T | 2an12011 cEX

¥ Workgroup Visibilities

Define Which Workgroups Can Access a Record

In the Workgroup Visibilities section, give one workgroup the ability to read and modify
the record by selecting them under Owner Workgroup (Full Rights). Initially, the field will
contain the name of your default workgroup. Once you attempt to change it, the system will
display a confirmation dialog asking you if the Full Access rights that belong to the original
owner workgroup should be transferred to the workgroup you have chosen.

Click OK if the change was intentional.

Determine the access right for All Other Workgroups, selecting from the Read, Update, or

None access right options.

To set customized access for a workgroup that does not conform to the other control

settings specified, click Add Exception(s). A pop-up window will open.

Select the workgroup and then select the workgroup’s visibility for this record (Read,
Update, or None). Continue to customize workgroup visibility for as many workgroups as

you like.

Note: Workgroup visibility exceptions override the access settings assigned under All Other

Workgroups.
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Wworkgroup Update None o

‘Workgroup &
‘Workgroup B
‘Workgroup C
7 Workgroup D
‘Warkgroup E

O=O=E

 OO0EOO

(]
=

Cancel ]

6. Click OK. The selected workgroups and their corresponding modified access settings will be
transferred to the Workgroup Visibilities grid.

< General @ Involvements Marratives Attachments % Links ¢ Losses Investigation < Controls Aud p
Details | Outcome  Reviews  Assignments
% Controls
% 'workgroup Visibilities
Cwner Workaroup (Full Rights) All Other Workagroups
Ontario - Read hd

% Add Exceptionls)  #4 Remove

‘Warkgroup Read Update

Advanced Users : : [}

Describe the Incident’s Causes and Consequences

1.  Select the Outcome sub-tab.

2. If any polices or procedures were implemented, breached, or affected as a result of the
incident, note this by checking the Policy Affected box and entering the Policy Name.

3. Once you have established why the incident occurred, select your conclusions from the
Primary Cause lookup list and, if applicable, the Secondary Cause lookup list.

4. Add new policy information or action taken in the Corrective Action Summary text box.
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< General < Involvements ¢ Narratives < Attachments < Links

Details 'Outcome Reviews Assignments

Paolicy Mame:

Corporate IT Security Policy W Policy Afected

Primary Cause Secondary Cause

Unintentional Act - Careless Actions -

Comective Action Summary
Complainant did not have the "desk lock™ on the laptop, as required by TSD-121.
Notice sent out to all staff to ensure use of desk locks when not attending desk.

Document a Record-Related Review

1.  Select the Reviews sub-tab.

2. Click Add New. A pop-up window will open.

Audit History 4 p

3. Choose the applicable description from the Review Type lookup list.

4. By default, your name will appear in the Reviewed By Person field. If you are not the person

who conducted the review, select the applicable person from the pick list.

5. Enter the date and time that the review was completed in the Review Date field.

6.  Enter observations, results, notes, or other details pertaining to the review in the Comments

box.

25 Add New Record

o« OK | &3 Cancel

Review Type Reviewed By Person
Diepartmental Review - -ﬂ Davis, lan
Review Date

10/12201001:20 PM - B X

Comments
Final review. Investigation closed.

(F=8(Hol =5

o

7. Click OK. The review entry will be added to the list of existing reviews in the main window.
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< General < Involvements & Narratives < Attachments % Links ¢ Losses 4 Investigation < Controls Audit History 4 p

Details Outcome Reviews Assignments
= Add New = Edit = Remove

Total Reviews: 2

Review Date Review Type Reviewed By Person
101272010 Departmental Review Davis, lan

26/11/2010  Departmental Review Davis, lan

Give a Record-Related Assignment to Another User

1. Select the Assignments sub-tab.
2. Click Add New. A pop-up window will open.
3. Choose the applicable option from the Assignment Type lookup list.

4. By default, your name will appear in the Assigned By Person field. If you are not the person
who created the assignment, select the applicable person from the pick list.

5. Select the user who must complete the assignment from the Assigned To Person pick list.

6. Complete the Assigned Date, and enter the date the assignment must be completed under
Due Date.

7. When the assignment is finished, check the Completed? box and enter the appropriate date
in the Completed Date field.

8.  Enter notes or instructions in the Message/Task text box.
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P Add New Record == =R =
o OK | &9 Cancel
Assignment Type Assigned By Person
Information Reguest - _E'i Davis, lan '{:3
Assigned Date Assigned To Person
24/11/2010 10:00 AM D E X g Campbell, Keith ep
Due Date
25111/2010 11:00 AM cE X ¥l Completed?
Completed Date
2511201001:00PM 1 E K
Message / Task
Background check on Jeff Brown. -

9.  Click OK. The new assignment will be added to the Assignments grid.

< General % Involvements < MNarratives < Attachments < Links % Losses % Investigation < Controls Audit History 4 p
Details  Outcome  Reviews  Assignments
= Add New = Edit = Remove = Notify

Total Assignments: 3 Completed Assignments: 1

Completed? Lszsigned Date Assignment Type Assigned By Person Aszigned To Person  Message / Task

r 13122010 Verification Davis, lan Eaker, Susan Flease, verify the necessary data has b..
r 231172010 Follow-up Activity Eaker, Susan Davis, lan Flease, interview the complainant and o...
v 24/11/2010 Information Reguest  Davis, lan Campbell, Keith Background check on Jeff Brown.

W) CB:davis - 01/12/2010 12:55:45 PM - LM: davis - 01/12/2010 12:55:45 PM

10. Click Save. An Auto Notification pop-up window will appear.

e To send email notifications of the assignments to the Assigned To Persons and/or of the
completed assignments to the Assigned By Persons, ensure the appropriate checkboxes
are selected and click Send. Notifications are automatically sent in HTML. Deselecting
the Send Formatted box prior to clicking Send will format the notification details in
plain text rather than the default HTML table. Once the notifications are sent, the
Dashboards of the persons involved in the assignment will be populated with relevant

Assignment records.

e If the person does not have a primary email address entered in the system, an error
message appearing beside the person’s name will indicate that an email cannot be sent.

In this case, click Close to exit the window.
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«+ Auto Natification
Record changes have been saved. To send any of the following auto-notifications to
*| the emal addresses ksted, ansure the appropriate chackbaxes ane sslscted and cick Sand
Oherwige, chck Close to ed this window without sénding any nformation
Type Send Notification To
/| Assigned Investigation Davis. lan (idavis@ppm2000.com)

Assigned Investigation ¥ Campbell, Keith (Email cannct be sent )

Select Al Desslect Ml Send Formatted |V Cosa [_p Sand...

11.  Every time you add a new assignment to the Assignments list or edit the old one and click
Save, the system will automatically prompt you to send an email notification about the
changes made. However, if you want to send an email notification of any of the record’s old
unedited assignments, you will need to select the specific assignment in the list and click
Notify. An email message will open that contains the assignment and the record details.

12. Check the message details, adding any other information that you think is necessary, and

then click Send.
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o5 Send Message @
Mail
1 y=S - - -
| @ ? A§ I:D:I To: | ian_davis@advancedsecurity.com; n
— ¥ Bl go 4 | I & (B
Send | Attachments Priority Cut Copy Paste | Check Format

- Subject: | Assignment Reminder (Incident Number: ADMI-2010-00

T L R T L S /5. : : Im. : :
Assignment Details -
Assigned By Davis, lan

Assigned To Campbell, Keith =
Assigned Date 24/11/2010 10:00:00 AM

Due Date 251112010 11:00:00 AM

Completed? Yes

Completed Date 25/11/2010 1:00:00 PM

Message / Task Background check on Jeff Brown.

Incident Details for ADMI-2010-000124
Criminal/Theft/Company Property/Over $1000

Track Changes Made to a Record

1. Select the Audit History tab.

2. Click Get Audit History to view all modifications made to the record since its creation. The
Viewing pane will display entries for each change made to the record. Among the available
data categories are the following:

) DateTime indicates the time when the change was made in GMT.
) UserlD reveals who made the change.
) Record Action describes what type of change was made.

. Control Changes displays any modifications made under the Controls tab.

) Machine Info specifies which computer was used to make the change.
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< Involvements < MNarratives ¢ Attachments < Links < Losses < Investigation < Controls Audit History 4
% 3 Get Audit History
p_— _Qlj,sf_rlt_’r,:_l_a_a m—— ~ Before: (NULL)
O T e e L After: 7o038211-2886-4a%
Ll DateTime (GMT) UserlD Record Action Control Changes ~ Machine Info 2 qvestigator;.%ssignedDate
Before: (MULL)
2011/06/07 10:39:05 remnyakova Update 192.168.1.94 o After: 11/23/2010 12:00:00
- Investigator Type Lookup D
2011/06/07 08:00:16 remnyzakova Update 192.168.1.594 ‘... Before: (NULL)
After: 76d61bdB-3b70-450C
2011/06/07 08:20:12 remnyzkova Update 192.168.1.54 =N In_vestigatorT‘,'pe
PR - Before: (NULL)
2011/06/07 08:20:00 remnyakova Update 152.168.1.94 ‘.. After- Lsad Investigator
T T R X =~ InvestigatorPerson|D
2011/06/07 08:15:58 remnyzkova Update 152.168.1.54 Befors: (NULL)
201106107 08:19:37  remnyakova Update 192.168.1.94 Ater: 8% 0dd 38 Soff-45d3-
=3 In_vestigator
2011/06/07 02:19:09  remnyakova Update 192.168.1.54 -~ Before: (NULL)
- After: Davis, lan
2011/06/07 08:15:01 remnyakova Update 192.168.1.94 omments
: Before: (NULL)
2011/06/07 08:18:56 remnyzkova Update 192.168.1.94 i Mter: The investigation was
< 1
Summary - ADMI-2010-000124
Record Count: 3
User: remmyakova
Record Action; Update
Date/Time
Yours: 07/06/2011 2:18:56 PM
Users: 07/06/2011 2:18:56 PM
GMT: 07/06/2011 8:18:56 PM
4 m b

3. Select an entry to view further details in the Audit tree displayed on the right.

4.  Expand the nodes of the audit tree to see exactly what the data value was Before and After
the change was made.

5. To group entries of the Audit History by one of the column headers, drag the header to the
field at the top of the grid. The black arrows will indicate a legitimate place for dropping the
header. The entries will be grouped under the criteria available in the column, each criterion

corresponding to a single group of entries.

6. If you want to further subgroup the entries in the available groups, drag the next column
header to the grouping field. In this case, the first column header will remain the main
grouping option, while all the subsequently added headers will create an internal grouping

hierarchy within the main grouping.

7. You may invert the hierarchy at any time by dragging the corresponding column header to

the appropriate node in the grouping tree.
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< Involvements < MNarratives < Attachments < Links < Losses < Investigation < Controls Audit History 4

€3 Get Audit History

& Control Chianges
I:iserlD
5 = Control Changes
DateTime (GMT) Record Action = Machine Info efore: (NULL)
=l UserlD : remnyakova (1 item) - After: 11/23/201012:00:00
= Control Changes : (9 items) Investigator TypeLookuplD
2011/06/07 10:39:05 Update 152.168.1.94
2011/06/07 09:00:16 Update 152.168.1.94 T
- - Mfter: Lead Investigator
2011/06/07 08:20:12 Update 152.168.1.94 InvestigatorPersonlD
- Before: (NULL
2011/06/07 08:20:00 Update 152.168.1.94 P«‘teorreSSlhD:ld 3}3_%45:'3_
P =) Inwestigator
2011/06/07 08:19:58 Updat 152.168.1.94 :
. e £ Before: (NULL)
2011/06/07 08:19:37 Update 192168.1.94 ~ Aiter: Davis. lan
Comments
2011/06/07 08:19:09 Update 1592.168.1.94 -~ Before: {NULL)
i Mfter: The investigation wa:
2011/06/07 08:19:01 Update 1592.168.1.94 a -
2011/06/07 08:18:56 Update 192.168.1.94 Summary - ADMI-2010-000124
Record Count: 9
User: remnyakova
Record Action: Update
Date/Time
Yours: 07/06/2011 2:18:56 PM
Users: 07/06/2011 2:18:56 PM
GMT: 07/06/2011 8:18:56 PM
] Il G

Cases

Note: The Case component is only available in the ICM and EIM Editions of Perspective.

A case is a convenient tool that organizes multiple incidents that have a common reference
subject or object (e.g., a common subject of interest, a similar organization where incidents took
place) into a single entity that is designed for a more effective investigation process. Multiple
incidents can make up one case. Therefore, many operations implied in completing a Case data
form require you to choose if you would like to add data to the currently open Case record, or to

an Incident that is linked to the currently open Case record.
This choice is controlled by the relevant functions on the Viewing pane:
. Click Add to Cases to connect a data entry operation to the currently open case.

. Click Add to Incident and select the appropriate incident from the pick list to connect the
data entry operation to an incident linked to the currently open case.
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Create a new Case record

1. Click the Add button =P on the Viewing pane toolbar.

2. Give the case a descriptive Case Name.

3. Identify the general classification of the case under Case Category.
4. Indicate when the case was opened under Case Start Date.

5. If the case has undergone a review, enter the applicable date in the Last Reviewed Date
field.

6. When the case has been closed, enter this date in the Case Closed Date field.

7. Select the name of the Case Manager, as well as the Case Supervisor, from the applicable
pick list fields.

8.  Type a very brief overview of the case in the Case Description box. To enter a more detailed
description of the case, use the Narratives tab.

9.  Perspective will automatically assign the case a Case Number when the record is saved.
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CASE-2009-000002
Jeff Brown Restraining Order

Save |[F Edit g5 Add X Delete | (5) Lock s Print <] Send Cancel

& General @ Involvements @ Narratives @ Attachments @ Links & Losses @ |nvestigations < Caontrols
4 Details

Case Number Case Start Date

CASE-2008-000002 04/01/2017 12:00 AM

Case Name Last Reviewed Date

Jeff Brown Restraining Order

Case Category Case Closed Date

Criminal Events

Case Manager Case Supervisor
Link New Incident Link New Case

Case Description
Test

2 Investigators
Total Investigators: 1

Add New Edit Remove
fssigned Date  Investigator  Investigator Type Completed Date  Comments

432009 Glade, George Lead Investigator Imvestigating a p.

Assign an Investigator to a Case’s Investigation

Audit History

m

4 Case Summary

Status Open
Case Duration 1year(s) 6 morthis) 30 dayls)
Number of Case Investigators 1
Mumber of Linked Incidents 0
Initial Incident Occumed 8/11/2010 4:18:03 PM
Disposition

2 Investigation Summary

Total Time Spent 39 hris) 30 min(s)
Total Expense 5 436.00CDN
Total Evidence 1
Number of Interviews 3
Number of Incident Investigators 4
Total Investigation Duration 132409 Dayls)
Number of Incidents Investigated 3
Inciderts Not Investigated 7

2 Involvement Summary

Number of Persons 27
Number of Organizations F
Number of kems ]
Number of Vehicles 2
2 Loss Summary

Total Exposure $ 000CDN
Total Averted S 20.00CDN
Total Loss $ 109.589.00 CON
Total Recoveries $ 154500CDN
Net Loss $ 10804400 CDN

Ready @ Connected

1. In the Investigators section of the General tab, click Add New. A pop-up window will open.

2. Specify the applicable role of the investigator in the Investigator Type field (e.g., Lead

Investigator, Assisting Investigator, Forensic Specialist).

3. Select the name of the investigator from the Investigator pick list.

4. Inthe Assigned Date field, enter the date and time the person was assigned to the

investigation team.

5. If the investigator is removed from the investigation team at some point, you may enter the

applicable date and time in the Completed Date field.

6.  Enter any relevant notes in the Comments field.
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57 Add New Record
" OK | &9 Cancel

nvestigator Type

Assisting Investigator

===

NVESsTgaor

- | | &, Campbell, Kzith

2 X

Assigned Date Completed Date

2411120101200 PM B X 260112010 1200PM D EHH X
Comments

Officer Campbell has been dismissed due to the corflict of interests.| -

7. Click OK and proceed to enter as many investigators as necessary.

< General < Involvements < Marratives < Attachments < Links < Losses

¥ Details

# Investigators

= Add Mew = Edit = Remove
Total Investigators: 2
gned Date  Investigat: Investigator Type ~ Completed Date  Comments

24M11/2010  Campbell, Keith Assisting Investigator  26/11/2010

231172010 Davis, lan Lead Investigator

W) CB: davis - 01/12/2010 5:51:07 PM - LM: davis - 01/12/2010 5:51:07 PM

Officer Campbell has been disr

% Investigation
# Case Summary
Status
Case Duration
Mumber of Case Investigators
Number of Linked Incidents
Initial Incidert Occumed

Disposition

# Investigation Summary
Total Time Spent

Total Expense

Total Evidence

Number of Interviews

< Controls

Audit History

Cpen

5 month(s) 13 dayis)

2

3

13/10/2009 5:32:04 FM
Active

65 hour(s) 50 minute(s)
§ 426.00 USD

2

3

8.  If you save the Case record changes at the time of entering a new Investigator, an Auto

Notification pop-up window will appear.

e To send an email notification of the assigned investigation to the investigators, ensure

the appropriate checkboxes are selected and click Send. Notifications are automatically

sent in HTML. Deselecting the Send Formatted box prior to clicking Send will format
the notification details in plain text rather than the default HTML table.

e If the investigator does not have a primary email address entered in the system, an error

message appearing beside the investigator's name will indicate that an email cannot be

sent. In this case, click Close to exit the window.
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++ Aute Notification [=3al

Record changes have been saved. To send any of the following auto-notifications to
="| the email addresses listed, ensure the appropriate checkboxes are selected and click Send.
Ctherwize, click Close to exit thiz window without sending any information.
Type Send Motification To

[ Assigned Investigatien ¥ Campbell, Keith (Email cannot be sent)

Assigned Investigation éDavis. lan (ian_davis@advancedsecurity.com)

Select Al Deselect Al Send Formatted l Close l [_l Send.... l

View All Case’s Involvements

1. Select the Involvements tab.

2.  Depending on the type of involvement data required, select the Persons, Organizations,
Vehicles, or Items sub-tab. A list of all corresponding entities contained in the case’s linked
incidents, as well as their essential details, will appear in form of a grid.

3. Select an entity in the grid to display its details in the form at the bottom of the window.

4.  To view the history of the entity's involvements, select the entity in the grid, and click
History. All incidents the entity has been involved in will be displayed in a pop-up window.

History =]
& Close
Incidenthumber FileMumber ClassMame Class Category OccurredDateTime SiteName  IncidentStatus  InvolvementType  InvestigationStartDate
ADMI-2010-0001... ETI—I—SCI?B—B Cnmnﬂﬂ'h_ CnmndTheﬂ. 52‘2.‘1112010 Sne A/Buil... Open E\J‘icﬁm 523111-‘2010
ADMI-2011-01-00.. Criminal/Th... Criminal Theft 20001/2011 Acme Univ.. Open Witness
INCDOO0DD00183  ABC Criminal/Fire Criminal Fire 08/02/2009 Site A/Buil.. Closed Complainant 28/04/2009

5. To transfer to an entity’s main record, select the entity in the grid and then click Go To
Persons/Organizations/Vehicles/Items. To return to the Case record, select Cases in the
Navigation pane.

6. To transfer to an entity’s Involvement subform within its Incident record that is linked to the

currently open Case record, select the entity in the grid and click Go To Incidents. To return
to the Case record, select Cases in the Navigation pane.
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< General < Imvolvements < Narratives < Attachments < Links < Losses < |nvestigation < Controls Audit History

Fersons  Organizations  Vehicles  ltems

= History = (Go to Persons = (Goto Incidents
Involved Personis): 3 Employeeis): 3 Interviewed: 3
Incident Number Last Name First Name Invelvement Type Birthdate Gender Employee  Interviewed
ADMI-2010-000124 Howard Katherine Victim 03/06/1983 Female r3 v
INC-2009-000265  Anderson Peggy Sue Reported By Female v 2
EADMI-ZDW-DDDQA Brown Jeft Witness 26/03/1980 Male v =

Title First Name Initial Last Name Involvement Type
Mr. Jeff L Brown Witness
Bithdate Gender Marital Status Designationis)
26/031980 Male Divorced

Hair Color Eye Color

Brown Blue

Notes .
The only available witness is Jeff Brown who is seated in the cubicle Interviewed?
section (ADMIN-77) three rows over Kathy Howard. Employes?

[[] First Aid Administered?
[ Injured
[[] Person Hospitalized?

Note: If an involvement is added to multiple incidents and then you create a case with one of those
incidents, the Linked Incidents tab will display all incidents with the involvement.

Summarize a Case or an Incident Linked to a Case

Open the Narratives tab and complete the operation, as described in the Summarize an

Incident or a Case section in the Incidents chapter.

Attach a File to a Case Record

Open the Attachments tab and complete the operation, as described in the Attach a File to a
Record section in the Incidents chapter.

Link an Incident to a Case

£

Note: This function is also accessible via Link New Incident  under the General tab.
1.  Select the Links tab.

2. Inthe Linked Incidents section, click Add New. A pop-up window will open.
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3. Specify how the incident and the case are related in the Link Type field (e.g., Common
Suspect, Similar M.O.).

4.  Select the appropriate incident from the Link Incident To Case pick list.

5. Indicate the date that the incident became associated with the case in the Link Effective
Date field.

6. Type any additional information about the link in the Notes field.

7. Click OK.
25 Add New Record = | E S
Cancel
Link Type Link Incident To Case
] & o
Link Effective Date
i LEX

Notes

8.  After saving, the created link will be automatically cross-referenced in the linked Incident
record under the Links tab.

Note: The data contained in the linked Incident record (including Involvements, Narratives,
Attachments, Investigation, and Loss Summary) will be automatically imported into your Case
record. This will be reflected in the Summary section on the right side of the Viewing pane
under the General tab.
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< General < Invelvements < MNarratives < Attachments < Links ¢ Losses

# Linked Incidents
= Add Mew = Edit = Remove = Goto

Number of Linked Inciderts: 3

Link Incident To Case Link Type Link Effective Date  MNotes

% Investigation

< Controls

Audit History

ADMI-2010-000124  Commeon Organization 01122010 Similar theft pattern.

ADMI-2003-000234  Related Incidents 02112/2010

INC-2009-000265 Common Organization 01122010 Advanced Security Ltd.. Human Resources

W CB: davis - 01/12/2010 5:19:25 PM - LM: davis - 01/12/2010 5:19:25 PM

% Linked Cases

Link a Case to Another Case

Note: This function is also accessible via Link New Case Ldk under the General tab.

1.  Select the Links tab.

2. Inthe Linked Cases section, click Add New. A pop-up window will open.

3. Specify how the two cases are related in the Link Type field (e.g., Common Suspect, Similar

M.O.).

4.  Select the case that you want to link to the open case from the Linked To Case pick list.

5. Indicate the date that the two cases became associated with each other in the Link Effective

Date field.

6. Type any additional information about the link in the Notes field.

7. Click OK.
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&b Add New Record = | B -
Cancel
Link Type Link Incident To Case
] & %

Link Effective Date

Y EX

8.  After saving, the created link will be automatically cross-referenced in both Case records

under the Links tab.

< General % Involvements < Marratives < Attachments < Links % Losses % Investigation
¥ Linked Incidents
# Linked Cases

5
&
=4

= Add New = Edit = Remove =

Number of Linked Cases: 2
Linked From Case Linked To Case Link Caze Name Link Type Link Effective Date  Notes

CASE-2010-000028 CASE-2010-000027  Internal Thefts Common Suspect 021272010

Audit History

ECASE-ZD‘ID—DDDDZ? ADMC-2010-000016 4534534

Same Class and Location 01122010 Both cases involve theft atthe s..

W) CB:davis - 01/12/2010 5:19:25 PM - LM: davis - 01/12/2010 5:19:25 PM

View a Summary of Losses Involved in a Case

1.  Select the Losses tab.

2. Ifinvolvement losses have been recorded for any of the case’s linked incidents, the Loss and

Recovery Details grid will display each recorded loss entry arranged by Incident ID and

supplied with such information as the Date the loss was recorded, the record or sub-record

type the loss has been Associated To, the Type of loss, and the relevant value of the loss by

loss category (i.e., Loss, Recovery or No Impact). For optimal analysis, you may arrange the

loss entries by a column header (e.g., Associated To, Date, or Type) and change the position

of the columns in the grid.

3. Click Save to update the summary calculations displayed to the right of the grid:

e Totals:
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Total Exposure: The total value of the Exposure No Impact loss associated with Incident
records linked to the case.

Total Averted: The total value of the Averted No Impact loss associated with Incident
records linked to the case.

Total Loss: Total value of Loss amounts associated with Incident records linked to case.

Total Recoveries: The total value of the Recovery loss associated with Incident records
linked to the case.

Net Loss: The value determined by subtracting the Total Recoveries amount from the
Total Loss.

e Averages:

Average Exposure: The average value of the Exposure No Impact loss across the
Incident records linked to the case (i.e., Total Exposure divided by Total Incidents).

Average Averted: The average value of the Averted No Impact loss across the Incident
records linked to the case (i.e., Total Averted divided by Total Incidents).

Average Loss: The average value of the Loss amount across the Incident records linked
to the case (i.e., Total Loss divided by Total Incidents).

Average Recoveries: The total value of the Recovery loss across the Incident records

linked to the case (i.e., Total Recoveries divided by Total Incidents).

Average Net Loss: The value determined by subtracting the Average Recoveries amount
from the Average Loss.
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< General % Involvements < Marratives < Aftachments < Links < Losses & Investigation 4 Controls Audit History
# Loss And Recovery Details Totals
Total Exposure $2.125.00 USD
Total Incidents:4 Incident With Losses:2 Losses:4 Recoveries:2 Mo Impact:2 Total Averted 5 790.00 USD
= Go To Incident Total Loss $9.753.78 USD
Incident!D Date V¥  Associated To Type Loss Recovery No Impact oilecaies SEAUED
. MNet Loss $ 9.073.78 USD
{ INCDODDO00O167  01/1%/207  Incidents Direct $ 245200 USD
B Averages
SHI-2011-000018 0172772011 Hem Involvement  Car Stereo Direct $ 1.311.78 USD Average Exposure 3 531.25 USD
- e . Average Averted $ 197.50 USD
INCDOODO000167 0211572012 ltem Involvement  \wallet Direct $ 322500 USD Average Loss $2.438 45 USD
INCDO0D0000167  01/25/2012 Organization Inv.. Cape Breton Re.. On-line Purc. $ 80.00 USD Average Recoveries $ 170.00 USD
A Net Lo $ 2.268.45 USD
INCDODO0D0OTE7 0172012012 Organization Inv.. Sydney Police S.. Exposure s 212600 usp || TEEERTELeSE
INCDODDO000167  01/25/2012  Person Involve..  Brown, Jeff Indirect $ 272500 USD
INCDO000000167  02/2372012  Person Involve.  Hatfield, Carmen  Averted $ 75000 USD
INCDODDO000TE7  02/24/2012  Vehicle Involve..  UDKEES Physical § 600.00 USD

View and Record Case Investigation Data

View Key Investigative Data From a Case’s Linked Incidents

Select the Investigation tab, and then select the Details sub-tab.

The General section lists all incident investigations that have been linked to the case, including
such details as Incident Number, name of the person who initiated the investigation (Initiated By),
and Investigation Start Date, Review Date, Close Date, and Duration.

In the Linked Incident Investigators section, you will find a list of all the investigators of incidents
linked to the case. The grid lists such details as Incident ID, Investigator Type, date, and time the
investigator was assigned to the incident (Assigned Date), date the investigator was removed

from the incident’s investigation (Completed Date), and Comments.

Note: Do not confuse the Linked Incident Investigators with the Investigators that are assigned to
the currently open case added under the case’s General tab.
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< General < Involvements < Marratives < Attachments < Links < Losses < Investigation < Controls Audit History

Details ~ Summaries  Logs  Interviews  Evidence/Property

% General

H Goto Incidents

Total Mumber of Investigations: 2 Total Duration: 58.57 dayls) Average Duration: 45 28 dayis)
Incident Number Start Date Initiated By Review Date Close Date Investigation Duration
» ADMI-2010-000124 2311/2010 Davis, lan 0912/2010 15122010 22.0 day(s)
MPDI-0000000085 24/03/20M Smith, Jane 76.57 dayl(s)

% Linked Incident Investigators

Total Mumber of Investigators Assigned: 5 MNumber Investigators Invelved: 4

IncidentlD Asszigned Date  Investigator Type Investigator Completed Date  Comments
ADMI-2010-0001 .. 241172010 Aszisting Investigat.. Campbell, Keith 261172010 Officer Campbell’'s involvem...
ADMI-2010-00017 . 231172010 Lead Investigator Davis, lan The investigation was pass_.

ADMI-2010-0001 . 07/06/2011 Lead Investigator Remnyakova, Sv.

ADMI-2010-0001 .. 231172010 Lead Investigator Davis, lan The investigation was pass_..

Summarize a Case’s Investigation or the Investigation of an Incident Linked to a
Case

Select the Investigation tab, the Summaries sub-tab, and complete the operation, as described
in the Summarize an Incident’s or a Case’s Investigation section in the Incidents chapter.

Log Investigative Tasks and Expenses for a Case or an Incident Linked to a Case

Select the Investigation tab, the Logs sub-tab, and complete the operation, as described in the
Log Investigative Tasks and Expenses section in the Incidents chapter. The summary of all tasks

and expenses data associated with the related records will be calculated above the grid.
Document Investigation Interviews for a Case or an Incident Linked to a Case

Select the Investigation tab, the Interviews sub-tab, and complete the operation, as described in

the Document Investigation Interviews section in the Incidents chapter.
Track Investigation Evidence for a Case or an Incident Linked to a Case

Select the Investigation tab, the Evidence/Property sub-tab, and complete the operation, as

described in the Track Investigation Evidence section in the Incidents chapter.
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Control a Case Record’s Processing Options

For control options available for Case records, refer to the Control Record’s Processing Options

section.

Note: The option to describe an occurrence’s causes and consequences under the Outcome sub-tab
is only available within the Incidents component, and is absent on a Case form.

View a Quick Summary of a Case’s Key Data

As you open your Case record, click the General tab. Key information, summarizing data from a
number of forms within the Case record, will be collected along the right side of the Viewing
pane.

Case Summary

Status: The status of the case (e.g., Open or Closed), drawn from the Controls tab.

o Case Duration: The length of the case, based on the time elapsed from the Case Start Date
to the Case Closed Date (or current date if the case is not yet closed), drawn from the
General tab > Details section.

o Number of Case Investigators: The total number of investigators assigned to the case,
drawn from the General tab > Investigators section.

. Number of Linked Incidents: The total number of incidents linked to the case, drawn from

the Links tab > Linked Incidents section.
. Initial Incident Occurred: The earliest date and time that any of the incidents linked to the
case occurred (i.e., the earliest Occurred From Date/Time), drawn from the Links tab >

Linked Incidents section.

. Disposition: The current standing of the case (e.g., Active, Pending Court, etc.), drawn from
the Controls tab.
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4 Case Summary

Status Cpen
Case Duration & morthiz) 14 dayis)
Mumber of Case Investigators 2
Number of Linked Incidents 2
Initial Incident Occumed 22/11/2010 4:20:00 PM
Digposition Active

Investigation Summary

The data for the Investigation Summary section is drawn from the Investigation tab.

e  Total Time Spent: The total number of hours spent on the case’s investigation to date, plus
the investigations of all incidents linked to the case, drawn from the Logs sub-tab.

e  Total Expense: The total cost of the case's investigation to date, plus the investigations of
all incidents linked to the case, drawn from the Logs sub-tab.

e  Total Evidence: The total number of evidence pieces collected in the case’s investigation to
date, plus the investigations of all incidents linked to the case, drawn from the
Evidence/Property sub-tab.

. Number of Interviews: The total number of interviews conducted in the case's investigation
to date, plus the investigations of all incidents linked to the case, drawn from the Interviews
sub-tab.

) Number of Incident Investigators: The total number of investigators assigned to the case’s

linked incidents, drawn from the Details sub-tab > Linked Incident Investigators section.

e  Total Investigation Duration: The total length of the investigations of all incidents linked to
the case, based on the time elapsed from each of their Investigation Start Dates to their
Investigation Close Dates (or current date if an investigation is not yet closed), and drawn
from the Details sub-tab > General section.

) Number of Incidents Investigated: The total number of incidents linked to the case that

are undergoing (or have already undergone) investigation, drawn from the Details sub-tab >
General section.
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¢ Incidents Not Investigated: The total number of incidents linked to the case that are not
undergoing (or have not undergone) investigation, determined by subtracting the Number
of Incidents Investigated (stated above) from the Number of Linked Incidents (listed in the
preceding Case Summary section).

% Investigation Summary

Total Time Spent 71 hour(z) 15 minute(s)
Total Expense & 242600 CDN
Total Evidence 3
MNumber of Interviews 3
Mumber of Incident Investigators 5
Total Investigation Duration 98.57 days
Mumber of Incidents Investigated 2
Incidents Mot Investigated 0

Involvement Summary

The data for the Involvement Summary section is drawn from the Involvements tab.

o Number of Persons: The total number of involved persons from all the incidents linked to
the case, drawn from the Persons sub-tab.

¢ Number of Organizations: The total number of involved organizations from all the
incidents linked to the case, drawn from the Organizations sub-tab.

. Number of Items: The total number of involved items from all the incidents linked to the

case, drawn from the Items sub-tab.

. Number of Vehicles: The total number of involved vehicles from all the incidents linked to

the case, drawn from the Vehicles sub-tab.

2 Involvement Summary
Number of Persons
Number of Organizations

Number of tems

(S B TS B (S T 78 )

Number of Vehicles

Loss Summary

The data for the Loss Summary section is drawn from the Losses tab > Totals section.
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% Loss Summary

Total Exposure & 212500 USD
Total Averted § 790.00 USD
Total Loss § 973378 USD
Total Recoveries § 680.00USD
Met Loss § 907378 USD

Track Changes Made to a Case Record

Open the Audit History tab and complete the operation, as described in the Track Changes
Made to a Record section in the Incidents chapter.

Activities
Create a New Activity Record

Generally, activities are created and dispatched using the DispatchLog module embedded in
Perspective or Dispatch, the separately managed application. (See the Resolver Support site for
more information on DispatchLog or Dispatch). Once an activity is closed in DispatchLog or
Dispatch, it is transferred to the main Activities database in Perspective, maintaining any
information that has been recorded in DispatchLog or Dispatch. The information that is imported
from DispatchLog or Dispatch includes general activity details, location and responsible persons,
officers’ and organizations’ responses, involvements, attachments, activity notes, and the basic
Controls options (i.e., Activity Status, Owner Workgroup, Access Level, and Workgroup Visibilities).
However, if required, an Activity record may be created from scratch within the centralized

database in Perspective.
. el -
1. Click the Add button ~ in the Viewing pane toolbar.

2. Indicate when the activity was reported to supervisors under Reported Date/Time. By

default, the field will populate with the current date and time.

3. Indicate when the activity call was assigned to an officer or organization under Assigned
Date/Time.

4.  Select the activity category under the Level 1, Level 2, and Level 3 lookups. These fields are
hierarchical, meaning that the option selected in the first field (i.e., Level 1) determines the
options that are available in the second field (i.e., Level 2), and so on. The options that

appear in these lists have been customized by your organization.
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5. Depending on the category specifications selected for the activity, the system will build the
appropriate activity Code. Alternatively, you may quickly enter the code to auto-populate

the activity category Levels.

6.  Specify the Priority for the activity, selecting from the lookup options. The default value in
the Priority field is determined by the category specifications/code selected for the activity.

7. If the activity has been closed, enter the date of its closure in the Closed Date/Time field.
For the Activity records that have previously been closed within the DispatchLog or Dispatch,

this field will already contain the date of closure.

# Details

Activity Number
ACT-2011-000022

Repored Date/Time Code Level 1 Pricrity

190052011 1201 PM 2 EH X 9008 Alarm * | Intermediate -
Assigned Date,/ Time Level 2

19/05/2011 10:00 AM [ X Fire -

Closed Date/Time Level 3

19/05/2011 11:30 AM . [ X -

8.  Specify the location of the activity by making selections from the Site, Building, Location,

and Section lookup lists.

9.  The address fields (i.e., Address, Address 2, Postal Code, Country, State/Province, and
City) will automatically populate according to the site specifications entered. Alternatively,
you may enter/edit the address manually. If the activity took place off site, mark the
corresponding checkbox and enter the exact address of the off-site activity location.

10. In the Description text field, type in a detailed description of the activity.
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# Location
Site Address Country
Leme University - % Main Street Canada -
Building Address 2 State \Province
Administration Building - Alberta -
Location Postal Code City
East Wing - T5H 176 Edmaonton -
Section
Front Entrance - [ Off Site
Description
The fire alarm sounded at 9:58 am. Most staff had evacuated the building by 10:20 am. -

Employees working in Level 7/Section 2 discovered that their fire exit was locked, so they had to walk
to the other side of the building to find an exit. This delayed their evacuation by 10 minutes.

11.  In the Supplemental Details section, select the Call Source for the activity (e.g., Alarm,
External Caller — Cell).

12.  Click the corresponding Add icons SF and select the names of the following responsible

persons:

e Call Taken By—The user who is responsible for recording the call. Usually, the call taker
is the person who creates the original Activity record.

¢ Initiated By—The user who initiated the call and provided basic information for
creation of the activity. Enter the initiator's Contact Number in the field on the left.

e Dispatched By—The person who dispatches officers/organizations for the activity.

# Suplemental Details

Call Source Call Taken By Dispatched By

External Caller - Cell - ) Baker, Gordon e X ) Davis, lan 2 X
Contact Number Initiated By

780 555 4444 E Zeyen, Jeff gp X

13. To enter a brief update to the activity's disposition or status, type the notes in the Activity
Notes text box and click Add Notes. Each note will be supplied with a date stamp and the

user name of the reporting person.

Note: Perspective will automatically supply the Activity record with an Activity Number when

the record is saved.
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Record an Officer’s Response to an Activity

1. Select the Responses tab.

2. Select the Officer Responses sub-tab.

3.  Click Add New. A pop-up window will open.

4.  Select the responding officer’s record from the Officer Name pick list.

5. The Call Sign field will auto-populate with the selected officer’s call sign abbreviation.

6.  Track the temporal progress of the officer's response specifying the following time points:

e Assigned Date/Time—The date and time the officer was dispatched for the activity.

e Abandoned—Check the Abandoned box if the officer has been assigned to the activity,
but did not manage to carry out the response tasks due to the reassignment for another
activity, or if they did not arrive at the site of the activity.

e Start Date/Time—The date and time the officer started to respond to the activity.

e Arrived Date/Time—The date and time the officer arrived on the activity's site.

e Cleared Date/Time—The date and time the officer completed the activity and vacated
the site.

7. Once the appropriate dates and times have been entered, the system will calculate how long
it took the officer to respond (Response Time) and how long they remained on site (Time On

Site).

8.  Enter any additional information about the officer's response in the Officer Response Notes

text box.
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5P Add Mew Record [= =] ]
« OK | €3 Cancel
Officer Name Call Sign
Norton, John & X 130C -
Assigned Date/Time
19/05/2011 10:00AM & EH X Abandoned

Start Date/Time
19/05/2011 10:00AM 5 EH X
Armived Date/Time

1910520111005 AM  [EH X Response Time Disdns
Cleared Date/Time
190052011 11.00AM ; E@ X Time On Ste Urefinm

Officer Response Notes
Conducted evacuation of staff from the building.

9.  Click OK. The new officer's response entity will be saved as an entry in the Officer Responses

grid.
< General < Responses < Reguests < |nvelvements Attachments < Links < Controls Audit History
Officer Ri Organization R

= Add New = Edit = Remove

Total: 2

Officer Name Call Sign Assigned Date/Time ~ Start Date/Time ~ Arrived Date/Time = Cleared Date'Time =~ Response Time  Time On Site
gNorton‘John 130C 19/05/2011 10:00 AM 19/052011 10.. 19052011 10:05. 19/052011 11:00. 0.08 hrs 0.92 hrs
Durov, Alex 1354 19052011 11:30AM 19/052011  12.. 19052011 1220, 19052011 12:50. 0.17hrs 0.5 hrs

Conducted evacuation of staff from the building.

¥ CB:remnyakova - 24/05/2011 12:58:23 PM - LM: remnyakova - 24/05/2011 12:58:23 FM

Record an Organization’s Response to an Activity

1. Select the Responses tab.

2. Select the Organization Responses sub-tab.

3. Click Add New. A pop-up window will open.

4.  Select the responding organization’s record from the Organization pick list. If the
corresponding Organization record does not already exist, use the Quick Add function to
create one.

5. The Organization Name field will now automatically populate with the linked organization’s
name. Depending on the data available, some additional fields may also populate with

information drawn from the linked Organization record.

6. To add the organization’s logo to the record, click the Add icon %# in the image box.
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10.

11.

12.

13.

14.

15.

15.

Locate the image file in the browser window and click Open.
Specify the category of the organization’s response (e.g., Emergency Service, Responding
Service/Agency, Indirectly Involved) by selecting a description from the Involvement Type

lookup list.

If applicable, input the organization’s file, ID, or other tracking number in the Organization
Number field.

Select the applicable Organization Type from the lookup list.

Specify the mode by which the organization has been notified of the activity in the Notified
By lookup list.

If there is any documentation associated with the organization’s response to the activity
(e.g., a work order), note the associated tracking number in the Reference Number field.

Select the name of the organization’s primary contact from the Contact Person pick list. If a
Person record does not already exist for the individual, use Quick Add to create one.

Enter the contact person’s phone number under Contact Phone.

Select the record of the person in the organization who responded to the activity from the
Responding Person pick list and the record of the person who called the organization from
the Notified By Person pick list. If a Person record does not already exist for the individual,

use the Quick Add function to create one.

Track the temporal progress of the organization's response by specifying the following time

points:

e Called Date/Time—The date and time the organization was contacted about the
activity. Check the No Responses box if the organization did not respond.

e Arrived Date/Time—The date and time the organization arrived on site.

e Cleared Date/Time—The date and time the responding organization vacated the site

after having had completed the response.
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57 Add New Record = =R
& OK | €3 Cancel

Crrganization Organization Name Involvement Type

[, Metropolitan Firean |jp X Metropolitan Fire and Rescue Servicy | Responding Servicelfgency =
Crganization Number Organization Type
C-53971-L Municipal Agency -
Motified Type Reference Mumber
Control Center ~| |FR-378
Contact Person Contact Phone
g} Dalton, Trevor % o 780 555 7777

Responding Person Motified By Person

i Dalton, Trevor g X &, Baker. Gordon & X
Called Date/Time

19/05/2011 10:20 80— EH = Mo Responses

Amived Date/Time

190052011 10:30AM - [ X Responss Time O bris) 10 minis)
Cleared Date/Time

19/05/2011 11:30AM © E§ X~ Time On Ste 1 hrfs) Omin(s)

Crganization Response Notes
Amived at 10:30, checked the building and left at 11:30. -

16. Once the appropriate dates and times are entered, the system will calculate how long it took
the organization to respond (Response Time) and how long they remained on site (Time On
Site).

17. Enter any additional information about the organization’s response in the Response Notes

text box.

18. Click OK. The new organization’s response entity will be saved as an entry in the

Organization Responses grid.
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< General % Responses % Reguests % Imvolvements Attachments % Links < Controls Audit History
Officer Responses  Organization Responses

= Add Mew = Edi = Remove

Total: 2
Crganization Type (Organization Name  Involvement Type  Called Date/Time = Arrived Date/Time = Cleared DateTime  Response Time  Time On Site
Municipal Agency  Public Security Ser. Responding Serv.. 19/052011  10:1.. 0.0hrs 0.0 hrs

Municipal Agency  Metropolitan Fire 2. Responding Serv.. 19/05/2011 10:2.. 190052011  10:30.. 19/05/2011  11:30.. 0.17 hrs 1.0 hrs
Amived at 10:30, checked the building and left at 11:30.

W CB:remnyakova - 20/05/2011 11:39:58 AM - LM: remnyakova - 20/05/2011 11:33:58 AM

Note an Action Request for an Activity

1. Select the Requests tab.

2. Select Add New. A pop-up window will open.

3. Select the requested organization's record from the Organization pick list. If the
corresponding Organization record does not already exist, use the Quick Add function to
create one.

4.  The Organization Name field will now automatically populate with the linked organization’s
name. Depending on the data available, some additional fields may also populate with
information drawn from the linked Organization record.

5. To add the organization’s logo to the record, click the Add icon %# in the image box.

6. Locate the image file in the browser window and click Open.

7. Specify the type of services offered by the requested organization selecting a description

from the Involvement Type lookup list.

8. If applicable, input the organization’s file, ID, or other tracking number in the Organization
Number field.

9.  Select the applicable Organization Type from the lookup list.

m © Resolver Inc. Confidential. Do not distribute. Page 124 of 354



Perspective User’s Guide Data Forms

10.

11.

12.

13.

14.

15.

16.

17.

18.

Specify the mode by which the action has been requested in the Notified Type lookup list
(e.g., via Perspective DispatchLog, Investigator, or Control Center).

Note the organization’s associated Reference Number.

Select the name of the requested organization’s primary contact from the Contact Person
pick list. If a Person record does not already exist for the individual, use the Quick Add
function to create one.

Enter the contact person’s phone number under Contact Phone.

Choose the appropriate description for the requested action (e.g., Maintenance, Escort,
Window Repair) from the Request Type lookup list.

Select the record of the person who has been administered the request from the Request
Assigned To Person pick list. If a Person record does not already exist for the individual, use
the Quick Add function to create one.

Enter the date and time the request was made in the Assigned Date/Time field.

When the action is complete, input the Completed Date/Time.

If there is a tracking or other ID number assigned to the action request, enter it in the
Tracking Number field.
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7 Add Mew Record
« OK &3 Cancel

Organization
J_j_ Campus Security

& X

Reguest Type
‘Window Repair -
Assigned Date/Time

20/05/2011 09:08 AM
Completed Date/Time
20/05/2011 10:00 AM

cEX

CHEX

Reguest Motes

MName
Window Glass Repair Service
Organization Number
5-796-1

Notified Type

Dispatch

Contact Person

g O'Sullivan, Elaine

Request Aszsigned To Person
J—i Thiessen, Ryan

Tracking Mumber
780 555 7805

@ X

[F=5Eol =<3

nvolvement Type
Responding Service/Agency
Crganization Type
Corporation

Reference Number
v |4238F

Contact Phone
780 555 7809

dr X

During the fire alarm evacuation 19/05/2011, an unknown person broke the second left window at the Front
Ertrance. Morth Campus Security has been called in to repair the window |

-

19.

Enter any additional Request Notes.

20. Click OK. The new action request entity will be saved as an entry in the Organization

Responses grid.

< (General < Hesponses < Reguests @ Involvements Aftachments < Links < Controls Audit History
* AddNew = Edt = Remove
Total: 1
Crganization Type Organization Name Involvement Type Request Type Assigned Date/Time Completed Date/Time Request Assigned To Person
ECorpDration Window Glass Repair. Responding Servic.. ‘Window Repair 200052011 9:.08 AM 201052011 10:00 AM Thiessen, Ryan

During the fire alam evacuation 19/05/2011, an unknown person broke the second left window at the Front Entrance.

'II CE: remnyakova - 20/05/2011 11:39:58 AM - LM: remnyakova - 200052011 11:35:58 AM

Identify All Persons Involved in an Activity

The Persons sub-tab in the Involvements tab provides space to record persons that have been

involved in the selected activity. The procedures of identifying persons involved in an activity are

identical to the processes described for Incident records with one exception: in an Activity record,
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there is no option to add a loss or recovery associated with the involved person. For details,
please refer to the Identify All Involved Persons section.

Identify All Organizations Involved in an Activity

The Organizations sub-tab in the Involvements tab provides space to record organizations that
have been involved in the selected activity. The procedures of identifying organizations involved
in an activity are identical to the processes described for Incident records with one exception: in
an Activity record, there is no option to add a loss or recovery associated with the involved
organization. For details, please refer to the Identify All Involved Organizations section.

To note an action request sent to the organization, use the options under the Requests tab. For
details, refer to the Note an Action Request for an Activity section.

To log the organization’s response to the activity, use the options under the Responses tab. For
details, refer to the Record an Organization’s Response to an Activity section.

Document All Vehicles Involved in an Activity

The Vehicles sub-tab in the Involvements tab provides space to record vehicles that are involved

in the selected activity. The procedures of identifying these vehicles are identical to the processes
described for Incident records with one exception: in an Activity record, there is no option to add
a loss or recovery associated with the involved vehicle. For details, please refer to the Document

All Involved Vehicles section.

Identify All Items Involved in an Activity

The Items sub-tab in the Involvements tab provides space to record items that are involved in the
selected activity. The procedures of identifying these items are identical to the processes
described for Incident records with one exception: in an Activity record, there is no option to add
a loss or recovery associated with the involved item. For details, please refer to the Identify All

Involved Items section.

Attach a File to an Activity Record

Open the Attachments tab and complete the operation, as described in the Attach a File to a

Record section in Incidents chapter.
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Link an Activity to Another Activity

1. Select the Links tab.
2. Select the Activity Links sub-tab.
3.  Click Add New. A pop-up window will open.

4.  Specify how the two activities are related in the Link Type field (e.g., I[dentical, Common
Location).

5. Select the activity that you want to link to the open activity from the Linked to Activity pick
list.

6. Indicate the date that the two activities became associated with each other in the Link
Effective Date field.

7. Type any additional information about the link in the Notes field.

8. Click OK.

7 Add New Record ===

& OK | &3 Cancel
Link Type Linked To Activity
|dentical hd 5 ACT-2011-000007 E',}i
Link Effective Date
20/05/2011 cEX

Notes
The same activity has been reported twice by different officers.

9.  After saving, the created link will be automatically cross-referenced in both Activity records
under the Links tab. To review a complete record of an activity linked to the currently open

activity, select the correct link from the list of Linked Activities and click Go To.
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< (General < Hesponses < Reguests < Involvements Attachments < Links < Controls Audit History
Activity Links  Incident Links

= Add New = FEdit = Remove = Goto

Number of Linked Activities: 2

Linked From Activity Linked To Activity Link Type Link Effective Date MNotes
ACT-2011-000015 ACT-2011-000022  Identical 159/05/2011 Similar circumstances. Requires investigation.
EACT—ZD‘I 1-000022 ACT-2011-000007 |dentical 2000512011 The same activity has been reported twice by different officers.

W) CB:remnyakova - 20/05/2011 4:05:32 PM - LM: remryakova - 20/05/2011 4:05:32 PM

Link an Activity to an Incident

1.  Select the Links tab.
2.  Select the Incident Links sub-tab.

3. To create the link between an existing Incident record and your Activity record, click Add
New. A pop-up window will open.

4.  Specify how the activity and the incident are related in the Link Type field (e.g., Escalated to
Investigation, Follow-up).

5. Select the appropriate incident from the Linked To Incident pick list.

6. Indicate the date that the activity became associated with the incident in the Link Effective
Date field.

7. Type any additional information about the link in the Notes field.

25 Add New Record = =]

o OK | &3 Cancel
Link Type Linked To Incident
Escalated to Investigation ~ g} ADMI-2010-000102 E[,'B
Link Effective Date
27/05/2011 TEHEX

MNates
The activity has been escalated to an Incident record for futher investigation. -

8.  Click OK. After saving, the created link will be automatically cross-referenced in the linked

Incident record under the Links tab.
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< (General < Responses % Reguests % Imvolvements Attachments < Links < Controls Audit History
Activity Links  Incident Links

= Add MNew = Fdit = Remove = Goto

Number of Linked Incidents: 2

Linked To Incident Link Type Link Effective Date  Notes

EADMI-2D1 0-000102 Escalated to Investigation 271052011 The activity has been escalated to an Incident record for further investigation.

ADMI-2010-000016 Common Location 211052011 Both the activity and the linked incident occurred at the East Wing Front Entrance o..

Q CB: remnyakova - 20/05/2011 4:38:55 PM - LM: remnyakova - 20/05/2011 4:38:55 FM

Control an Activity Record’s Processing Options

Set the Security Controls and Status of the Activity Record

1.

Select the Controls tab; the Details sub-tab will open by default.

In the Controls section, fill out the Org Level fields to set the record visibility settings for the
various hierarchically organized groups within your organization. Only users with
organizational rollups corresponding to, or higher than, the organizational rollup you select

for the record will have access to it.

In the Access Level field, set the security level from 1 to 5. Each security level corresponds to
a specific security description, such as Classified. Only users with the same security Access

Level as the one you select (or higher) will be able to view the record.
Set the Activity Status to one of the following descriptors:

e Open - Report Required—The meaning of open is dependent on your organization’s
definition of this status. Generally, an open record means that it is actively being worked
on or, possibly, is inactive for a finite amount of time. This status would normally be

assigned to an open activity that requires additional information.

e Closed - Report Completed—The meaning of closed is dependent on your
organization’s definition of this status. Generally, a closed status means that the record
is no longer being worked on due to completion or inactivity for an indefinite amount of
time. This status would normally be assigned to a closed activity that is no longer being

worked on and that contains a report.

e Closed - No Report—This status would normally be assigned to a closed activity that is

no longer being worked on and that does not contain a report.
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5. Select the most appropriate description of the activity’s current standing in the Disposition
field (e.g., Inactive, Under Investigation, Waiting for Approval).

6. From the Record Owner pick list, select the Person record that corresponds to the individual
who is responsible for the closing the record. If a Person record does not already exist for
this individual, use the Quick Add function to create one.

7. If you want to archive the Activity record making it unavailable for users to access, check the
Archive (Record is not visible) box.

8. If any policy, legislation, or business rule pertinent to your organization’s procedures
requires information about the record, or the persons involved in the record, to be kept for a
certain length of time, enter the end date of that period in Expiry Date.

Note: No information will automatically be deleted on this date, it is for tracking purposes
only.

% General % Responses % Requests % Involvements Attachments % Links < Controls Audit History

Detzils  Standard Operating Procedures  Assignments

% Controls
Org Level 1 Accessleve
- Level 4 - O Archive (Record is not visible)
Org Level 2 Activity Status Record Owners
- Open - Report Reguired - _ﬂ Remnyakova, Svetl ‘{IF' P
Org Level 3 Disposition
- Under Investigation -
Org Level 4 Expiry Date
~|  [20052011 cEX

¥ Workgroup Visibilities

Define Which Workgroups Can Access the Activity Record

In the Workgroup Visibilities section of the Details sub-tab, define access options for the record,
as described in the Define Which Workgroups Can Access the Record section in the Incidents

chapter.
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Review the Standard Operating Procedures for the Activity Record’s Specifications

Note: The function to review the Standard Operating Procedures (SOPs) for an Activity record is only
available if the Activity's specifications correspond to a SOP that was previously recorded in the
Administration component of Perspective. For further details, see the Perspective Administrator’s
Guide. If the Standard Operating Procedures sub-tab is absent, then there are no specific procedures
to follow for this type of activity.

1. Select the Controls tab.
2. Select the Standard Operating Procedures sub-tab.

3.  Review the Procedure Description of the Standard Operating Procedures (SOP) available
for the activity’s Call Category, Site, and/or Status.

4.  Check off the SOP procedures that have been completed under SOP Checklist.

5. Click Save.

6.  View the relevant SOP Attachments by double-clicking on them.

7.  Click on the individual SOP Links to open the related network locations, files, or Web links.

8. To view mass notifications and/or individual email notifications that have been sent in
relation to the activity, click on the View Details and the View Email hyperlinks

correspondingly. The record of the selected notification will appear in a separate window.

< General Responses Reguests Imvolvements Attachments Links < Controls Audit History

Details | Standard Operating Procedures | Assignments

Security Activity: Facility Check

She

4 University/Administration Build
feme Snversiifeminisiration Sulding 1%, Mo Mass netification has been sent
Category:

Security ActivityMVerification|CheckiFacility Check = Motification sent on (08/12/2011 8:17.32 PM) View Email.

Procedure Description:
The routine facility check is performed at the end of every working day, at 18:00, to confirm the integrity of the system settings of computers on site.

SOP Checklist(s): SOP Attachmenis): SOP Links(s):

V! Examine possible modffications made to the sy % STANDARD OPERATING PROCEDURE-3-22-0¢ ) MIR3 inEnterprise Login Page
v Examine possible modifications to data 2 SOP for Handling Security Incidents at Acme Univ
i Examine the facility for possible extemal tools &

Look for possbile extemal tool output

Review log files

Check for systems possibly involved in intrusiol

4 M b ] M b ] I 3

Figure 3.5.15: Reviewing SOPs for an Activity record’s specifications
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Give an Activity-Related Assignment to Another User

In the Assignments sub-tab, give an activity-related assignment to another user, as described in
the Give a Record-Related Assignment to Another User section in the Incidents chapter.

Track Changes Made to an Activity Record

Open the Audit History tab and complete the operation, as described in the Track Changes
Made to a Record section in the Incidents chapter.

Escalate an Activity Record to an Incident

If an Activity record has exceeded the scope of the provided Activity data form functions and
requires a more detailed analysis and investigation, you may escalate it to a full-fledged Incident
record on the basis of the information stored in the original Activity record.

To perform this operation, click on the Create Incident il button on the Viewing pane and
complete the remaining Incident form data, as described in the Incidents chapter. All the data
contained in the original Activity record that matches a regular Incident form will be copied to the
new Incident record, while the Activity Notes will be saved as unsealed Original Activity Notes
under the Narratives tab.

Click Save to assign the new Incident record an Incident Number and save it in the system. The
new Incident record creation information will be documented under the Audit History tab as a

new record action.

Note: The original Activity record will remain intact.

Items

Create a New Item Record

Perspective provides two ways to create a new Item record: with the help of the standard Add
function, and by importing an Item record from the Gateway. To create an Item record using the
standard Add function, follow the steps described below.

1. Click the Add button 5 on the Viewing pane toolbar.

2. Give the item a descriptive Item Name.

3.  If known, type in the item’s Serial Number.
4

Enter the item’s exact or estimated value in the Original Value field.
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5. Identify the general classification of the item by making selections from the Item Category
and Item Type lookup lists. These fields are hierarchical.

Specify the Item Make and Item Model. These fields are hierarchical.
If the item’s owner is known, check the Owner Identified box.

8.  Then, select the name of the organization or person that owns the item from either the
Owner Name Organization or Owner Name Person pick lists. If an Organization or Person
record does not already exist, use the Quick Add function to create one.

9.  Add comments about the item in the Notes field.

10. To add an image of the item to the record, click the Add icon %' in the image box.

11. Locate the image file in the browser window and click Open.

2 Laptop e
W‘ Corporate Property /Laptop

'l Save |[ 7 Edit gpAdd ~ < Delete | (3) Lock s Print Merge ltems | g Cancel

< History ¢ Attachments < Controls Audit History

ltem Mame
Laptop
= g Serial Number
\ - XTP-400S

Original Value

Al Q\ . 2300.00 CON
ltem Category ltem Make
Carporate Property - Dell -
ltem Type ltem Model
Laptop - Ingpiren E1705 hd
[ Owner Identified

Cwner Name Organization Owner Name Person

£ Advanced Security | E‘}' > &, Howard, Katherine ‘{lF' >

Notes
Located at the cubicle ADMIN-66.

To import a record from the Gateway, consult the Import Record’s Settings From the Gateway

section.

Import Record’s Settings from the Gateway

The function to add a record by importing it from the Gateway is an additional method of
creating a record that complements the standard method of the Add button &P Both can be
accessed from the Viewing pane toolbar.

1. Open the appropriate data form.

2. Click the small arrow to the right of the Add icon, and select From Source. The Import pop-

up window will appear.
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‘= Save || 7 Edit E:::BAdd - Delete | (5] Lock d=h Print

From Source I o
< General kel < Controls Audit History

3. Select the Gateway sub-tab, if it is not displayed by default.

4.  To display the top 1000 imported records that have been added to Perspective or are

available to be added, click Search.

Note: Only items with the Available status in Gateway will be searched and displayed.

To search for a particular imported record, set specific search criteria:

m © Resolver Inc. Confidential. Do not distribute.

In the Field Name lookup list, select the field that you want to set as the main criterion
for narrowing your results.

Choose an Operator for the field (e.g., =, <>, Starts With, Ends With, Like).

Enter the compared criterion Value. If the Selector button (] is available, click it to

display a tree of Value options in a separate window.

Note: You may choose any node of the tree as the defining criterion, making your

comparison value as narrow hierarchically as you want.

Rollup ITEMMAKEMODELROLLUPS =]
(= kem Make Model Rollup
& E
i+ Inspiron 710M
i~ Inspiron E1505
- Inspiron E1705

H- HP

H- Matorola
H- Nokia

|- Palm

H- Sormy

[ra B B B B

[ seleet |[ cancel |

If you want to include a second field as an additional search criterion, select the And or
Or radio buttons and complete the Field Name, Operator, and Value fields below. You

may add as many search criteria as you want. To remove a field from your search

criteria, click the Delete button [i]
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e. By default, your search will display the top 1000 imported records matching the criteria
that you set. To display more or less than the top 1000 records, adjust the number in
the Select Top field (from 1 to 2000).

f.  Click Search to generate a list of records matching your search criteria. A count of the
number of records in the list, as well as the total number of imported records matching
your search criteria, will be displayed at the bottom of the window.

To make changes to the ongoing search, click Stop Search first, and then make the
necessary changes to the search criteria.

If you change your search criteria at some point, click Refresh & to update the record

list according to the changes made.

6. Choose the correct record from the list and click Import % The pop-up window will close
and the form fields of the new record will automatically populate with the selected record'’s

information. To cancel the selection at any time, click Close (<}

Import
B Import... |3 Refresh &3 Close
Gatewry

Field Hame ) Opemtor o Value
| kem Name: = = x| |laptop @ Aod Or
Fedd Maerw ) Cpermtor Ve I
| ke Make/Model e LAl Ad ) Or 12
i m ¥
Salact Top ; i
1000 | Stest Search | | Stop Search
Skale Suberit 1D Facord 1D Rem MName bem Make Model Hotes
Added Source System 1D | TETSS343 Laptop Computer D Trispiron E1705 ke Mobes:
Added Source System |0 | TETER0M2 Laptep Diedl/Trispiron T10M I
Horallaia Saurca Systam 1D | 1010710100 Laghop Dl irspiron E1505
Ayradabie Source System 1D | 5251122448 Lagrop Computer Dol Trapron E1705
Pl Source System D | 5251122443 Laptop Computer Dl Wspaon E1705
Anradable Source System 1D | 5251122442 Laptop Dol npiron E1505 ke Notes
5 of & Records)

View Record’s Incident Involvements

1. Select the History tab. The Activity History sub-tab opens with a list of entities (i.e., Persons,

Organizations, Vehicles, and Items) that have been involved in the record you are viewing.

a. The Incident History sub-tab displays a list of any modifications that have been made to

the record since its creation.
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2. Tolink all of an incident in the grid to a case (Perspective ICM and EIM only), select any

incident in the grid and click Add to Case. A pop-up window will open.

3. Specify how the incidents are related to the case in the Link Type field (e.g., Similar M.O.,

Same Class, Location).

4.  Select the appropriate case from the Linked to Case pick list.

5. Indicate the date that the incidents became associated with the case in the Link Effective

Date field.

6. Type any additional information about the link in the Notes field.

7. Click OK.

Add Mew Record
& OK | &3 Cancel
Link Type Linked To Case
Common Organization - [} CASE-2010-000027
Link Effective Date
0112/2010 D HE X

Notes
Advanced Securty Ltd., Human Resources

8. Click Save.

Note: These links will automatically be cross-referenced in the linked case’s record, as well as

in each of the linked incidents’ records, under the Links tab.
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& General & History ¢ Attachments % Controls Audit History

|idh Addto Case = Goto

Total: 8
Incident Number Class Category Occurred From Date/Time Site IncidentStatus LossStatus Investigation Start Date
ADMI-2010-000124  Criminal Theft 221172010 4:20 PM Site A/Building 1/Location 1/5e. Open Stolen 231172010

ADMI-2010-000125  Criminal Break a. 241172010 10:12 aM British Columbia/Salmon Arm Open

ADMI-2011-01-00006 Criminal Theft 2000172011 1200PM  Acme University/Administration.. Open

INC-2008-000262  Mon-C._. 13102009 4:36 PM Open Damaged

Attach a File to an Item Record

Open the Attachments tab and complete the operation, as described in the Attach a File to a
Record section in the Incidents chapter.

Control Record’s Processing Options

Set the Security Controls and Status of the Record

1. Select the Controls tab; the Details sub-tab will open by default.

2. Inthe Controls section, fill out the Org Level fields to set the record visibility settings for the
various hierarchically organized groups within your organization. Only users with
organizational rollups corresponding to or higher than the organizational rollup you select
for the record will have access to it.

3. Inthe Access Level field, set the security level from 1 to 5. Each security level corresponds to
a specific security description, such as Classified. Only users with the same security Access

Level as the one you select (or higher) will be able to view the record.

4.  If you want to archive the record making it unavailable for users to access, check the
Archive (Record is not visible) box.

m © Resolver Inc. Confidential. Do not distribute. Page 138 of 354



Perspective User's Guide Data Forms

< General < History < Aftachments < Controls Audit History
Details
% Controls
Crg Level 1 Access LevellD
MNerth America - Level 3 w [ Archive {Record is not visible)
Crg Level 2
Canada -
Crg Level 3
Alberta -
Crg Level 4
Edmonton -

¥ ‘workgroup Visibilities

Define which workgroups can access the record

1. In the Workgroup Visibilities section, give one workgroup the ability to read and modify
the record by selecting them under Owner Workgroup (Full Rights). Initially, the field will
contain the name of your default workgroup. Once you attempt to change it, the system will
display a confirmation dialog asking you if the Full Access rights that belong to the original
owner workgroup should be transferred to the workgroup you have chosen. Click OK if the

change was intentional.

2. Determine the access right for All Other Workgroups, selecting from the Read, Update, or
None access right options.

3. To set customized access for a workgroup that does not conform to the other control
settings specified, click Add Exception(s). A pop-up window will open.

a. Select the workgroup and then select the workgroup's visibility for this record (Read,
Update, or None). Continue to customize workgroup visibility for as many workgroups

as you like.

Note: Workgroup visibility exceptions override the access settings assigned under All Other

Workgroups.
" X
‘workgroup Update MNone -

‘wiorkgroup A
‘workgroup B
‘wiorkgroup C
*7 Workgroup D
‘wiorkgroup E

O=OEE

) DOEEOE

Cancel
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b. Click OK. The selected workgroups and their corresponding modified access settings will
be transferred to the grid in the Viewing pane of the main window.

< General < History & Aftachments < Controls Audit History
Details

¥ Controls

# ‘workgroup Visibilities

Cwner Worcgroup (Full Rights) All Other Workgroups
Ldvanced Users - Rezd -

'{L,J Add Exceptionis) X Remove

‘workgroup Update MNane

» Workgroup A J
\workgroup B v
\workgroup C v
\wiorkgroup D 7

Track Changes Made to an Item Record

Open the Audit History tab and complete the operation, as described in the Track Changes
Made to a Record section in the Incidents chapter.

Persons

Create a New Person Record

Note General Details of the Person

Perspective provides three ways to create a new Person record: using the standard Add function,
by importing a Person record through your Microsoft Active Directory®, or from the Gateway.
To create a Person record using the standard Add function, follow the steps described below:

1. Click the Add button&F on the Viewing pane toolbar.

2. Enter the person's Title (e.g., Mr. or Mrs.) and Designation (e.g., B.Sc. or Chartered

Accountant).
3. Type their First Name, Last Name, and middle Initial.
4.  Specify their Date of Birth, Gender, and Marital Status.

5. Identify the person’s physical characteristics, including Eye Color, Hair Color, Height, and
Weight.
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6. Add any other relevant personal information or notes in the Additional Information box.
7. To add a photo of the person to the record, click the Add icon %+ in the image box.

8.  Locate the image file in the browser window and click Open.

r-
gt e 0

o Save Edt cfpAdd ~ . ) Lock il Print 5 Merge Per €3 Cancel

& General & Cortact(s) & Links & Hastory Amschments @ Controls Puc! History

Tile Firet N Iritind i N

Megs v | |Katharine M Heward

Date of Beth Gender Wartal Status Designation
GUOEN9E3 o HH K Female * | Single ~ PhD

Eye Color Hair Color FHasght Waight

Grey > | Bruretie - 505 135 Iba

Additional infomation
Cubicle ADMINGE.

To add a person imported through your Microsoft Active Directory:
1. Click the down arrow to the right of the Add icon Tr.
2. Click From Source.

Save it - elete | 7] Loc rint erge Persons Cance
S [ Edit | Add +| < Del 71 Lock (= Print f Merge P “ancel

| From Source ii
P

% General el

< History Aftachments % Controls Audit History

3. In the pop-up window, select the Active Directory tab.
4.  Find and select the correct person from the source list.

5. Click Import. The pop-up window will close and some of the Person form's fields will
automatically populate with the selected person’s information.
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| %] Refresh £ Close

Active Directory | Gateway

Objects to Queny
Chject Search
Users | | 7 Find |
Fiter ® Any ) Bxact

Search Results
-8 PPM2000

(0 of 0 Records)

To import person’s settings from the Gateway, perform the steps described in the Import
Record’s Settings From the Gateway section in the Items chapter.

Identify the Person’s Unique Features

1. In the Unique Features section, click Add New. A pop-up window will open.

2. Select the appropriate descriptor of the person’s unique feature from the Feature Type
lookup list (e.g., Distinguishing Marks, Ethnic/Racial, Scars/Disfigurements, Tattoos).

3. Specify the Location of the unique feature on the person’s body, and provide its
Description.

25 Add New Record ==
o OK | €3 Cancal

Feature Type Location

Distinguishing Marks ¥ | Left side of forehead

Description

Birth mark -
4.  Click OK.
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< General < Contact(s) <% Links < History Attachments

# Unigue Features

= Add New = Edit = Remove

Total: 2

Feature Type Location Description
Distinguishing Marks Left side of forehead  Birth mark
Tattoos Left shoulder Snake

9

¥ |dentifications
¥ Trespass Details

¥ Flags Details

Record the Person’s Pieces of ID

1. In the Identifications section, click Add New. A pop-up window will open.

Audit History

2. Specify the Identification Type (e.g., Driver's License or Birth Certificate) and the

Identification Number.

3. Identify the organization/governing body that issued the identification in the Issued By

field.

4. Add any other notes in the Comments text box.

25 Add New Record [E=E FoR(t)

« OK | &3 Cancel

Identification Type Idertification Number
Driver's License ¥ | |1234566-789

|ssued By
Alberta Motor Association

Comments
Class 5 operator’s license -

5. Click OK.
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< General < Contact(s) < Links % History Attachments < Controls Audit History

¥ Unigue Features

# |dentifications

= Add New = Edit = Remove

Total: 2

Identification Type Identification Number |zsued By Comments
Driver's License 1234566-789 Alberta Motor Association Class 5 operator’s license
Birth Certificate 59-01-012345 Regina, Saskatchewan, Department of Public Health  Birth date: March 27, 1980
2

¥ Trespass Details

¥ Flags Details

Document the Person’s Trespass Details

1. Inthe Trespass Details section, click Add New &A pop-up window will open.
2. Specify the Site, Building, Location, and Section where the trespass occurred.
3. If a trespassing notice was created, check the Notice Printed box.

4. If there is an expiry date for the trespassing notice, or for the offence, enter this in the

Expiry Date field.

5. Include any additional information about the trespass under Comments.

=7 Add New Record ==

0K &3 Cancel

Site Expiry Date

Site A - 27122011 cHEX
Building

Building 2 - [l Notice Printed

Location

Location 1 -

Section

Section C -

Commerts
A copy of the Trespass Report for this property is enclosed in the P
Atachmerts.

6.  Click OK.
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< General < Contact(s) % Links % History  Aftachments % Controls Audit History

¥ Unigue Features
¥ |ldentifications
% Trespass Details

= Add Mew = Edit = Remove

Total: 2
Site Rollup Expiry Date Motice Printed  Comments
Site A/Building 2/Location 1/Section C 2T220m v A copy of the Trespass Report for this property is enclosed in the Attachments.
Alberta/Edmonton r
L

¥ Flags Details

Flag the Person

1. In the Flag Details section, select each flag's Status (i.e., Yes, No, or Unknown), depending
on whether or not the flag applies to the person. Also, select the Severity of the flag.
Examples of flags include Violent, Trespasser, and Wanted.

2. Type any other comments under Flag Notes.

< General < Contact(s) < Links < History Attachments < Controls Audit History

¥ Unigue Features
¥ ldentifications
¥ Trespass Details

% Flags Details

Description Status Severity
¥ W Wanted Yes - || Critical | =
WV Vilent No - - =
\_— T Trespasser Yes || High -
w’ I Infectious Unknown - - -
Flag MNotes
Multiple trespass notices issued. -

Record Contact Information

1.  Select the Contact(s) tab.
2. Inthe Address section, click Add New. A pop-up window will open.

a. Specify the Address Type (e.g., Business, Head Office).
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b. Enter the person’s full address in the fields provided.

c. If the address entered is the person’s main address, check the Primary Address box.

d. Click OK.
Add Mew Record =
o OK | &9 Cancel
Address Type
Home - [l Primary Address?
Address 1 Courtry
671 Nichalas Street Canada <
Address 2 State’\Province
Alberta -
City
ZIP / Postal Code Edmonton -
A1B 2C3
3. Inthe Phone Numbers section, click Add New. A pop-up window will open.

a. Select the Phone Type (e.g., Main, Work).
b. Enter the person’s Phone Number. To avoid duplicate entries and to facilitate accurate
searches, it is best to use a consistent format when entering phone numbers (e.g.,

hyphens in place of spaces, no parentheses).

c. If the phone number entered is the person’s main number, check the Primary Phone

box.
d. Click OK.
Add Mew Record =]
" OK | &9 Cancel
Phone Type Phone Number
Cell | 17804344402
¥ Primary Phone?

4. In the Email Address section, click Add New. A pop-up window will open.

a. Specify the Email Type (e.g., Home, Work, etc.).
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b. Enter the person’s Email Address.

c. If the email address is the person’s main email address, check the Primary Email box.

d. Click OK.

Add Mew Record =]
« OK | &3 Cancel

Email Type Email Address
work - kathy howard @mywork.ca
[ Primary Email?

5. Add as many contact entries as you want.

< General §\<> Contact(s) | @ Links < History  Attachments < Controls Audit History
% Address

= AddNew = Edit = Remove

Total: 1
Primary Address?  Address Type Address 1 Address 2 Geographic Rollup ZIP ! Postal Code
vV Home 671 Nicholas Street Canada/Alberta/Edmonton ATB2C3

# Phene Numbers

= Add New = Edit = Bemove

Total: 2

Primary Phone? Phone Type  Phone Number
I Home 17805550987
r Cell 17804342402

% Email Address

= Add New = Edit = Remove

Total: 1
Primary Email? Email Type Email Address
v \wlark kathy howard@mywerk.ca

Link a Record to a Person
1. Select the Links tab.
2. Inthe Person Links section, click Add New. A pop-up window will open.

3. Indicate how the record is related to the person in the Link Type field (e.g., Partner,

Employer, Driver).
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4.  Select the person you want to link to the record from the (Linked To) Person pick list. If a
Person record does not already exist for the individual, use the Quick Add function to create

one.

5. Enter the date that the person became associated with the record in the Link Effective
From Date field. If this association no longer exists, indicate the date that it terminated in
the Link Effective To Date field.

6. Type any additional information about the link in the Notes text box.

7. Click OK.

Add Mew Record =]
o OK | &3 Cancel

Link Type Linked Ta Person

Partner = g} Brown, Jeff L {:3 >
Link Effective From Date Link Effective To Date

12/07/2007 CE X | CE X
MNotes

Mr Brown works at the same department ag does Mz Howard. -

8. Once you click Save to save the changes made to the record, this link will automatically be

cross-referenced in both the current record and linked Person record under the Links tab.

< (General % Contact(s) % Links % History Attachments % Controls Audit History

% Person Links

= Add Mew = Edit = Remove = Goto

Total: 2

Linked From Person  Linked To Person  Link Type  Link Effective From Date  Link Effective To Date  Motes

Howard, Katherine M Brown, Jeff L Partner 12/07/2007 Mr Brown works at the same department as does Ms_.
Howard, Katherine M Freemark, Craig G Associate 05102010 2511172010
L

¥ Organization Links
¥ \ehicle Links

Link a Record to an Organization

1.  Select the Links tab.
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2. In the Organization Links section, click Add New. A pop-up window will open.

3. Specify how the record and the organization are related in the Link Type field (e.g.,
Employer, Parent Company, Owns/Owned By).

4.  Select the organization you want to link to the record from the Organization pick list. If an
Organization record does not already exist, use the Quick Add function to create one.

5. Enter the date that the record and the organization became associated with each other in
the Link Effective From Date field. If this association no longer exists, indicate the date that
it terminated in the Link Effective To Date field.

6. Type any additional information about the link in the Notes text box.

7. Click OK.

Add New Record =]
« OK | &9 Cancel

Link Type Crrganization

Employer - _ﬂ Advanced Security Inc. lf,}l rd
Link Effective From Date Link Effective To Date

12/07/2007 CE X | CE X
Naotes

Mz Howard has been employed as an Administrative Assistant at the Advanced Securty
Inc. since July 2007.

8. Once you click Save to save the changes made to the record, this link will automatically be
cross-referenced in both the current record and the linked Organization record under the
Links tab.
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< General < Contact(s) < Links < History  Attachments < Controls Audit History
¥ Person Links

# Organization Links

u Add New = Edit = Remove = Goto
Total: 2
Organization Link Type Link Effective From Date Link Effective To Date Notes
Advanced Security Inc. Employer 12/07/2007 Mz Howard has been employed as an Administrative Assistant at the Adv.
PPM 2000 Inc. Affiliate 24/08/2005
L

¥ Vehicle Links

Link a Record to a Vehicle

1. Select the Links tab.
2. Inthe Vehicle Links section, click Add New. A pop-up window will open.

3. Specify how the record and the vehicle are related in the Link Type field (e.g., Registered
Owner, Owns/Owned By, Same Fleet).

4.  Select the vehicle you want to link to the record from the Vehicle pick list. If a Vehicle record
does not already exist, use the Quick Add function to create one.

5.  Enter the date that the record and the vehicle became associated with each other in the Link
Effective From Date field. If this association no longer exists, indicate the date that it
terminated in the Link Effective To Date field.

6. Type any additional information about the link in the Notes text box.

7. Click OK.
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Add New Record [
o 0K | &9 Cancel

Link Type Wehicle

Drriver - |E URV-345 o X

Link Effective From Date Link Effective To Date

08/06/2008 CHE X EX

_‘ll_‘ll_
Motes
VIN: 4LUKPI22222M333333 -

8.  Once you click Save to save the changes made to the record, this link will automatically be
cross-referenced in both the current record and linked Vehicle record under the Links tab.

< General < Contact(s) < Links < History Attachments < Controls Audit History
¥ Person Links
¥ Organization Links

# Vehicle Links

= AddNew = Edt = Remove = Goto
Total: 2
Wehicle Link Type Link Effective From Date  Link Effective To Date  Motes
PPP-616 - Honda/Odyssey Passenger 06/02/2008 10/02/2008
URW-345 - BMWIM3 Driver 09/06/2009 VIN: 4LUKPI22222M333333

View Person’s Incident Involvements

Access the History tab and complete the operation, as described in the Items section, the View

Record’s Incident Involvements chapter.
The Persons Data Form has an additional sub-tab; Detailed Person History. This sub-tab shows a

detailed history view of every time the person in the record you are looking at was linked or

referenced in Perspective.

Attach a File to a Person Record

Open the Attachments tab and complete the operation, as described in the Incidents section,
the Attach a File to a Record chapter.
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Control a Person Record’s Processing Options

Set the Security Controls and Status of the Person Record

1. Select the Controls tab; the Details sub-tab will open by default.

2. Inthe Controls section, fill out the Org Level fields to set the record visibility settings for
the various hierarchically organized groups within your organization. Only users with
organizational rollups corresponding to or higher than the organizational rollup you select
for the record will have access to it.

3. Inthe Access Level field, set the security level from 1 to 5. Each security level corresponds to
a specific security description, such as Classified. Only users with the same security Access
Level as the one you select (or higher) will be able to view the record.

4.  If you want to archive the record making it unavailable for users to access, check the
Archive (Record is not visible) box.

5. Check the Employee box, if the person is employed by your organization, and then enter
the person’s Employee Number.

< General < Contact(s) @ Links < History  Attachments < Controls Audit History
Details
# Controls
Org Level 1 Access Level
North America - Level 1 (Lowest) w [ Archive (Record i not visible)
Org Level 2 Employee Mumber
Canada v ADMIN-5687 [ Employes
Org Level 3
Alberta -
Org Level 4
Edmeonton -

¥ workgroup Visibilities

Define Which Workgroups Can Access the Person Record

In the Workgroup Visibilities section, define access options for the record, as described in the

Incidents section, the Define which workgroups can access the record chapter.

Track Changes Made to a Person Record

Open the Audit History tab and complete the operation, as described in the Incidents section,

the Track changes made to a record chapter.
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Organizations

Create a New Organization Record

Perspective provides two ways to create a new Organization record: with the help of the standard
Add function, and by importing an Organization record from the Gateway.

To create an Organization record using the standard Add function:
1. Click the Add button =P on the Viewing pane toolbar.
2. Enter the Organization Name.

3. If known, input the organization’s file, ID, or other tracking number in the Organization
Number field.

4.  Choose the appropriate description from the Organization Type lookup list.

5. If the organization has a Web site, specify the Web address under Organization Webpage
URL. Clicking the adjacent Microsoft Internet Explorer® icon @ will open the Web page in a
separate browser window.

6.  Enter any additional information about the organization in the Notes box.

7. To add an image to the Organization record, click the Add icon ¥ in the image box. Locate

the image file in the browser window and click Open.
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.. Metropolitan Police Service e
C-9870-D

‘A Save 1 Edit EEEAdd - Delete | [§) Lock o Print Merge Organizations | &3 Cancel

< General < Contact(s) % Links < History < Aftachments < Controls Audit History

Cirazarmization Nam
Organization Mame

Metropolitan Police Service

Crganization Mumber

I Metropolitan | (Cos7oD
Wl (%) P0|IC9 _ﬂ)," Organization Type

\- ﬂﬂﬂﬂﬂﬂﬂﬂﬂ

Municipal Agency -

Crganization Webpage URL ~
www.metropolitanps.com @ X

Motes
Est. 1955. -

To import organization’s settings from the Gateway, perform the steps described in the Items
section, the Import Record’s Settings from the Gateway chapter.

Record an Organization's Contact Information

Open the Contact(s) tab and complete the operation, as described in the Persons section, the
Record Contact Information chapter.

Link an Organization to a Person

Select the Link tab and complete the operation, as described in the Persons section, the Link a
Record to a Person chapter.

Link an Organization to Another Organization

Select the Link tab and complete the operation, as described in the Persons section, the Link a
Record to an Organization chapter.

Link an Organization to a Vehicle

Select the Link tab and complete the operation, as described in the Persons section, the Link a

record to a vehicle chapter.
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View Organization’s Incident Involvements

Access the History tab and complete the operation, as described in the Items section, the View
Record’s Incident Involvements chapter.

Attach a File to an Organization Record

Open the Attachments tab and complete the operation, as described in the Incidents section,
the Attach a File to a Record chapter.

Control an Organization Record’s Processing Options

For control options available for Organization records, refer to the Items section, the Control
Record’s Processing Options chapter.

Track Changes Made to an Organization Record

Open the Audit History tab and complete the operation, as described in the Incidents section,
the Track Changes Made to a Record chapter.

Vehicles

Create a New Vehicle Record

Perspective provides two ways to create a new Vehicle record: with the help of the standard Add

function, and by importing a Vehicle record from the Gateway.

To create a Vehicle record using the standard Add function, do the following steps:

1. Click the Add button 5 on the Viewing pane toolbar.

2.  Enter the License Plate number. To avoid duplicate entries and to facilitate accurate
searches, it is best to use a consistent format for entering license plate numbers (e.g., no

spaces or special characters).

3. If known, indicate where the vehicle's license plate was registered in the Country and

State/Province fields.

4. If known, enter the vehicle's VIN, Vehicle Value, and Year.

m © Resolver Inc. Confidential. Do not distribute. Page 155 of 354



Perspective User's Guide Data Forms

5. Specify the vehicle's Make, Model, Style, and Color.
6. If the vehicle is a company vehicle, specify the Division and Branch it belongs to.
7. Add any additional information in the Comments text box.

8. To add a photo of the vehicle to the record, click the Add icon =¥ in the image box. Locate
the image file in the browser window and click Open.

sz URV-345 e
& BMw/M3

=l Save |[7 Edit e Add -~ < Delete | 5] Lock iiPrint & Merge Vehicles | €) Cancel

< General < Links <% History Attachments < Controls Audit History

W ] License Plate Registered In
I‘ f f 4 ! r License Flate Country
URV-345 Canada -
WIN State“\Province
AL UKP122222M333332 Alberta -
Vehicle Valug Year
] 103.250.00 USD 2007
Make Style Division
EMnf *| | 2 Door | | Security -
Model Color Branch
M3 -| | Green | |Operations
Comments
Bought in 2010. -

To add a vehicle imported through the Gateway, perform the steps described in the Items
section, the Import Record’s Settings From the Gateway chapter.

Link a Vehicle to a Person

Select the Link tab and complete the operation, as described in the Persons section, the Link a
Record to a Person chapter.

Link a Vehicle to an Organization

Select the Link tab and complete the operation, as described in the Persons section, the Link a

Record to an Organization chapter.
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Link a Vehicle to Another Vehicle

Select the Link tab and complete the operation, as described in the Persons section, the Link a
Record to a Vehicle chapter.

View Vehicle’s Incident Involvements

Access the History tab and complete the operation, as described in the Items section, the View
Record’s Incident Involvements chapter.

Attach a File to a Vehicle Record

Open the Attachments tab and complete the operation, as described in the Incidents section,
the Attach a File to a Record chapter.

Control a Vehicle Record’s Processing Options
Set the Security Controls and Status of the Vehicle Record

1. Select the Controls tab; the Details sub-tab will open by default.

2. In the Controls section, fill out the Org Level fields to set the record visibility settings for
the various hierarchically organized groups within your organization. Only users with
organizational rollups corresponding to or higher than the organizational rollup you select

for the record will have access to it.
3. Inthe Access Level field, set the security level from 1 to 5. Each security level corresponds to
a specific security description, such as Classified. Only users with the same security Access

Level as the one you select (or higher) will be able to view the record.

4.  If you want to archive the record making it unavailable for users to access, check the

Archive (Record is not visible) box.

5. Check the Company Vehicle box if the vehicle belongs to your organization.
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< General Links History Attachments < Controls Audit History

Details

# Controls

Org Level 1 Access Leve
Europe - Level 4 = [ Archive {Recond is not visible)

Org Level 2 [l Company Vehicle
UK -

Org Level 3
England -

Org Level 4

% Wworkgroup Visibilities

Define Which Workgroups Can Access the Vehicle Record

In the Workgroup Visibilities section, define access options for the record, as described in the
Incidents section, the Define Which Workgroups Can Access the Record chapter.

Track Changes Made to a Vehicle Record

Open the Audit History tab and complete the operation, as described in the Incidents section,
the Track Changes Made to a Record chapter.

Merge Records

The Merge function is only available on four Perspective’s data forms, i.e,, Items, Persons,
Organizations, and Vehicles. It is a method of merging partially duplicate records that correspond
to a single physical referent (e.g., an item, a person, an organization, or a vehicle). The function is
represented by the Merge button on the Viewing pane toolbar.

Note: The Merge function is irreversible and cannot be undone. Be absolutely certain you want to
merge records before proceeding!

1. Open a record that will function as the primary record of your merging process, typically,

the one with the most accurate information and the most details.
2. Click the Merge button on the Viewing pane. A Quick Merge form will open with the

general details of the selected record on the left, and an equivalent blank record form on the
right.
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3.
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Select the appropriate Secondary Record with which you would like to merge the primary
record from the pick list at the top of the blank form.

The blank form will populate with the data contained in the General tab of the selected
record. The checkmarks will mark the pieces of information that can be merged between the
records. For the fields, where the secondary record contains no information, the checkmarks
will be inactive. This means that the corresponding values in the primary record will remain
unchanged.

Select (or deselect) the fields in the second form you want to save (or leave out) using the
appropriate checkmarks.

Click Select/Deselect All to toggle the selection of all the available data fields for merging.

Note: Deselecting all fields in the secondary record form does not mean that the merging of
the records will not occur. The Merge function performs both merging of the general data that
is displayed in the Quick Merge form, as well as the rest of the data that is contained in the
merging records and hidden from the Quick Merge forms (e.g., contacts, attachments, links,

history).
Click Merge.
Quick Merge Items (== =]
Secondary Record
F) '{,‘3 ’ B Laptop ED:’ x
ltem Photo

tem Mame Laptop Computer ftem Mame Laptop

Serial Number XTP-4005 Serial Number XTP-400S

Criginal Value 2135.00 Criginal Value

tem Class Rollup

Comorate Property/Laptop

tem Class Rollup

ltem Make Model Rollup Dell ltern Make Model Rollup Dell/inspiron E1705
Owner ldentified fes Owner ldentified Yes
Owner Name Organization Owner Name Organization Sydney Police Service
COwner Name Person Zeyen, Jeff Owner Name Person Woods, Victoria
Notes Notes
Located at the cubicle ADMIN-77. - Bought in 2010. a |:|
User Defined Fields User Defined Fields
Field Name Field Value Field Name Field Value Keep Value?

3 Expected Retum § Expected Retum & | 300.00

Company Id Tag & Company Id Tag A87TWF “

Select/Deselect All
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6.  Once the merging of the selected records is complete, a confirmation dialog will be
displayed. Click OK. The secondary record will disappear from the Listing pane, while the
resulting merged record will display in the Viewing pane in editing mode.

Laptop Computer
(0) Corporate PropertyfLaptop Dell Laptop

 ——

Laptop (0) Corporate Property/Laptop Dell{/Inspiron E1705

DellfInspiron E1705

The result of the merge will be a single record that contains the following components:

a. The values from the primary record data (including the image of the record’s reference
item, person, organization, or vehicle, and the user defined fields) that were not selected
for merging on the secondary record form;

b. The values of the secondary record data (including the image of the record’s reference
item, person, organization, or vehicle, and the user defined fields) that were selected for
merging on the secondary record form;

c. The hidden data entries pulled from both the primary and the secondary record that
correspond to all or some of the following data types:

The records’ Contacts: Addresses, Phone Numbers, Email Addresses;

The records’ Links: Person, Organization, and Vehicle Links;

The records’ Histories of all incident involvements;

The records’ Attachments;

If you were merging two Person records, the data will also be pulled from the Unique
Features, Identifications, and Trespass Details sections from both records.

The data that never gets merged (i.e., that is left unchanged, with the primary record’s
values) includes the settings of the Controls tab. If you were merging two Person
records, the Flags Details contained in the primary record will be saved as the default

settings for the resulting merged record too.

Under the Audit History tab, the occurred merge is documented with the help of two
Record Action entries: the Merge entry stands for the occurred merging of the records’
general and hidden data, whereas the Update entry documents the merging of the

specific fields in the primary and the secondary record forms.
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g Laptop
“ Corporate Property [Laptop

= Save Edit gjpAdd - < Delete | (3) Lock b Print Merge Items | €3 Cancel

< General History Aftachments < Controls

@ Get Audit History

Audit History

=- D_etalls (Updated)

Drag a column header here to group by that column.
mName
DateTime (GMT) UserlD Record Action Control Changes = Machine Info Before: Laptop Come
- After: Laptop
2011/08/26 10:51:53 remnyakova Update 192.168.1.94 [=)- temMakeMode/Rollup D
i - Before: d0609624-332d:
2011708726 10:51:53 remnyakova Merge 192.168.1.94 i L After: 618d47d2-517.20a
E| ltemMakeModel Rollup
2011/08/26 10:44:23 remnyakova MNew 192.168.154 HE

Befare: Dell
+- After: Dell/Inspiron E
wnerNameQOrganization
efore: (NULL)

- After: do20d681-bfdoted
OwnerQOrganization Descr

‘... Before: (NULL)

i After: Sydney Police

[=)- OwnerNamePerson|D

. i-Before: 6722673403
After: 3c0de13c-d65466c
OwnerPersonDescription

Summary - Laptop

Record Court: 3

User: remnyakova

Record Action: Update
Date/Time

Yours: 26/08/2011 4:51:53 PM
Users: 26/08/2011 4:51:53 PM
GMT: 26/08/2011 10:51:53 PM

7. Scan the final record for possible repetitions of data that were merged and resulted in
unintentional duplication of the same information.

8.  Click Save to save the changes made.

Construct a Visual Link Chart for a Record

Visual Analysis allows you to create a visual link chart representing the data relationships between
the selected types of records.

To activate this function, select the main record of focus (e.g., a Person record) in the Viewing
pane and click the Visual Analysis icon @ on the Ribbon. A separate Perspective Visual Analysis

window will open with the selected record displayed as an icon in the centre.

See the Perspective Visual Analysis section for further information on building a link chart.
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i
g
4

&' Perspective Visual Analysis

GHD X 9o RIS & 41—

=
[ ]
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»
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IEEILEINT ]

m

Invert Selection

Show Relationships
Show Record k‘

Al

J

4 m 3
Do mare with this chart
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Analyze and Report

The Analyze and Report module includes three components: Analysis Expert, Reports, and Custom
Reports.

Analysis Expert: Analysis Expert is an internal search engine that scans the data in all Activity,
Incident, Case (Perspective ICM and EIM only), Item, Person, Organization, and Vehicle records,

and returns results that meet the defined search requirements.

Reports: Perspective contains a number of preset reports that you may use to generate statistics
and analyze trends in your data.

Custom Reports: You have the ability to take queries that you've built in Analysis Expert and

customize them into custom reports.
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Analysis Expert

Analysis Expert is an internal search engine that scans the data in all Activity, Incident, Case
(Perspective ICM and EIM only), Item, Person, Organization, and Vehicle records, and returns
results that meet the defined search requirements. Search results reflect assigned user access
rights and privileges. Use Analysis Expert to create a query, and then turn your query’s results into
a spreadsheet, a chart, a printed grid, or a report.

User Interface

The interface of the Analysis Expert component transforms according to the stages of query
building, by which it evolves into two separate screens — the initial query designer window and
the subsequent query results window.

The query designer window of Analysis Expert enables you to set specific query criteria, grouping
and search options, and is aimed at producing optimal query results. It is divided into the

following six sections:

1. Ribbon: Contains an additional set of buttons that perform saving, adding, cloning, deletion,
sharing, and execution of queries.

Note: Some functions of the Ribbon buttons are accessible directly from the right-click menu of
a record entry or a query. Specifically, you may add, clone, share, remove, rename, execute it
and edit a query by right-clicking the corresponding query entry and selecting the relevant

option in the menu.

2.  Listing pane: Arranges queries that you create according to their access options (i.e., Shared
Queries or Private Queries) and query category. By default, all new queries are Private
Queries available only to the user who created them. In order to make a saved query
available to users across your organization, you must share it. Refer to the Share a Query

chapter for more information on how to do this.
3. Form(s) pane: Depending on the query selected in the Viewing pane, displays a list of forms

available for querying. Once you select a form in the Form(s) pane, the corresponding fields

will be checked in the Field(s) pane and recorded in the Selection(s) pane.
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4.  Field(s) pane: Depending on the form selected in the Form(s) pane, displays specific fields
that can be selected for display in the query results. The selected fields will automatically
populate the Selection(s) pane under Display. The Field(s) pane also enables sorting and
grouping of the query results by specific fields that are imported as query criteria into the

Selection(s) pane and Criteria Designer.

5. Selection(s) pane: Displays the selected query criteria, as well as grouping and display

options for the query results.

6. Criteria Designer: Contains three tabs (Criteria, Properties, and Audit) that control the

process of query building.

e The Criteria tab displays the fields that were selected as search criteria from the Field(s)

pane and enables settings of their search values.

e The Properties tab displays the text expression of the criteria selected under the Criteria

tab.

e The Audit tab tracks the history of the runs of the query.

& Perspective EIM
Main

- P ~
L] % X AR O E )
File Toggle Logoff Settings Quick Maps Help | pdy it Share Delete Clone Execute 1
- Find - )

Settings Queries

- a

o Privacy

Legal

PRV

B3

Save Execute

yel i Create New Query

W e

Form(s) Feld(s) Selection(s)
I Custom Reports

BT ¢ |———

@-{¥] ] Incidert Detal Y A || «Goup By

++[ Division Reported To Summary

i~[] Reported to Supervisor - Display
£[] Supenvisor Repotted To e-Incident Number

1+[JFollowup Required Repotted to Police

[Guater
[Ihortn

Iweekday
[IDay of Year v

E+{JFollowup Date 4 Reported to Division
PYear Year

Criteria | Properties  Audit
Criteria Designer
Symbol Fom Field Operator

°)
£ Dashboard
i, Dispatchlog
Data Forms
E Analyze and Report

&) oteway

Administration
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by SmokedRole A Query was cancelled
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Navigating Data Forms Overview

To complete a full cycle of creating a query in Analysis Expert and then using the resulting data
for further analysis, follow the general navigation principles described below:

1. Inthe initial query designer window, create a customized query that exactly corresponds to
your specific criteria. From this window, you may also edit, clone, share, delete, save, and/or
execute your query.

2. Once the query is executed, a new window will pop up with the results of the query
displayed in the form of a grid. At this point, you may start working with your query results,
which includes searching, grouping, exporting, charting, and printing them, as well as
performing an internal analysis (i.e., building a visual link chart or performing calculations) of
the individual records that compose the query results.

3. If you chose to chart your results, a new charting window will appear with a set of standard
charting tools and an option to elaborate the design of the chart even further with the Chart

Wizard tool. When your chart is complete, you may choose to print it or copy it to clipboard.

The following chapters will address the options available for each of these steps in greater detail.
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About Operators

Analysis Expert uses operators to determine what data to display. The following table explains
what each operator means.

Symbol Read as Explanation of Result

Will display records where the field's value is
= equals equal to the value specified. Note that only
exact matches will be displayed.

Will display records where the field's value is

. greater than or equal to the value specified. This
is greater than ) ] o
>= operator is only available for criteria with
or equal to ) o
numerical values, such as dates, quantities,

amounts of money, etc.

Will display records where the field's value is
is less than or | less than or equal to the value specified. This

<=
equal to operator is only available for criteria with
numerical values.
Will display records where the field's value is
> is greater than | greater than the value specified. This operator is
only available for criteria with numerical values.
Will display records where the field's value is
< is less than less than the value specified. This operator is
only available for criteria with numerical values.
. Will display records where the field's value is not
<> is not equal to .
equal to the value specified.
. . Will display records where the value specified is
Like like

contained somewhere in the selected field.

. . Will display records where the field's value starts
Starts with starts with . o
with the value specified.
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Ends with

ends with

Will display records where the field's value ends
with the value specified.

Between

between

Will display records where the field's value is
between the dates specified.

Not Between

not between

Will display records where the field's value is not
between the dates specified.

Will display records where the field's value is

Toda toda
v Y today's date.
Will display records where the field's value is
Yesterday yesterday )
yesterday's date.
. . Will display records where the field's value
This Week this week ) .
contains records from this week.
. . Will display records where the field's value
This Month this month ] )
contains records from this month.
. . Will display records where the field's value
This Year this year . .
contains records from this year.
Will display records where the field's value
contains records from the last specified number
Last # Days last # days . .
of days. Will not display the day you are
currently in.
Will display records where the field's value
contains records from the last specified number
Last # Weeks | last # weeks

of weeks. Will not display the week you are
currently in (reads as Sunday-Saturday).

Last # Months

last # months

Will display records where the field's value
contains records from the last specified number
of months. Will not display the month you are

currently in.

Last # Years

last # years

Will display records where the field's value

contains records from the last specified number
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of years. Will not display the year you are
currently in.

Is Empty

is empty

Will display records where the field's value is
N/A. Using the operator is empty will lock (make
uneditable) the Value field.

Create a Query Category

You can create query categories so that similar queries appear in a table together. For example,

you may have a Quarterly category for all queries you run every quarter, or a Thefts category for
any Activity, Incident, or Case query pertaining to thefts. Any queries that you do not put into a

category will automatically be placed under the Miscellaneous Queries category. You can create

query categories when you create or edit a query.

Fis Perspective EIM - B n
Main @ Privacy Legal
[ : [~ o ”
e % B Q € .
File  Toggle Logoff Settings QI:IICk Mapping  Help e
9 Find ~
Settings Queries
o) PRIVATE QUERIES
Analysis Expert
£ st S & Incidents with Krives
i i Reports Name Type Crested Date Last Run Time Description
L i - P Query 1 Incident 2014-08-19 14 These queries show Incidents that have Knives involved.
= Miscellaneous Queries
I i Custom Reports
! Name Type Created Date Last Run Time Description
Query Incident 2014-08-19 10:..
Query Vehicle 2014-08-19 10:
SHARED QUERIES
......... = rt-Miscellaneous Queries
ﬁ Dashboard Name Type Created Date Last Run Time Description
— IncidentQueryBy | rt-Incident 2014-08-19 2:0
NewQueryforMo_..  rt-Incident 2014-08-19 2:0.. 2014-08-19 2:75..

—
a_b DispatchLog
E Data Forms
nd
Iqﬁ Analyze and Report

% Gateway

“ Administration

L3

bb smokedRole
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Query Design Process

Create a Query

1. Make sure the query category you want your created query to appear under is highlighted
(i.e., Private Queries, Shared Queries).

PRIVATE QUERIES

Incidents with Knives
Miscellaneous Queries

SHARED QUERIES

rt-Miscellaneous Queries
2. To start a new query, choose one of the following options:

e Click Add B on the Ribbon.

e Right-click in the listing pane, and select Add from the drop-down menu that appears.
3. A Create New Query dialog box will open.
4.  Enter a title for the query in the Name field.

e By default, the system will name the new query, according to the template <New

Query>.

5. Make sure the Query Category is correct. If you want to create a new Category, type it in this
field.

6. From the Type lookup list, choose the record entity you would like Analysis Expert to search
(e.g., Incident, Person, Case).

7. In the Description text box, identify the type of query and/or its purpose.

Note: The Description field can be left blank. The Name and Query Category fields must be
filled in.
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<5 Create New Query
Name
Incidert > Knife
Query Category Type
Incidents with Knives Incident w
Description
o
8. Click Add.

9.  The new query entry will be added to the relevant record entry node. The Form(s) pane will
automatically populate with the names of the selected record entity’s respective forms (e.g.,
Incident Details, Incident Flags, Incident Losses).

Specify Query Criteria

Before specifying criteria for your query, take some time to think about the design of your query
by considering the following questions:

o Do you want to search the whole database or just a portion of data (e.g., incident data
recorded within a particular time period, person data for employees only)?

) If you want to search a portion of data, what parameters do you want in your search?

) What type of data do you want to see in your query results (e.g., incident time, place,

losses)?

. How do you want to present your data? Do you want to summarize your results or see lists
of actual data values?

In the example below, we will be looking at a query design with the following specifications:
) Type of query: Incident query.

) Scope of data: Incidents that happened since 2007 and involved net losses (e.g., Net Loss of

each incident is above 0.50 cents).

. Data of interest: Number of incidents, Year, Category, Site, Total Loss, and Net Loss.
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e  Data grouped by: Year, Category, and Site.

OPTION 1a: If you want to search the whole database, proceed to select the specific types of
data that you want to see in your query results.

1. Expand the relevant form nodes in the Form(s) pane to see all constituent subforms.

2. Toview fields available in a form in the Field(s) pane, click once on the name of the relevant
form. To select all the fields in a particular form, check the form box.

3. Inthe Field(s) pane, check the boxes of the fields you want to see as headers in your query
results and reports. The field names will automatically populate the Selection(s) pane under
Display in the order they were selected.

e To reorder the fields appearing in your query results, select the field in the Selection(s)
pane and then use the up and down arrows in the top right corner of the pane to
rearrange the field's position in the Display list.

e To delete a field from display in your query results, select the field name in the
Selection(s) pane and click the Remove icon X in the top right corner of the pane, or
uncheck the field's checkbox in the Field(s) pane.

Form(s) Feld(s) Selection(s)
=¥ [ Incident Detail || pLTotal Beposure
..[7]% Organizational Rollups Total Averted
*+ Class Rollups ¥|Total Loss
*, Business Unit Rollups Total Recoveries
+ Site Rollups
+|:|,; Investigation Initisted By Person
715 Supervisor Reported To
-] & Record Owrer
+|:| B Incidert Flags
7. ] [ Incident to Incident Links
+3- ] B Incidert from Incidert Links
+|:| B Incidert tems
+7-[] [ Incident Orgarizations
+|:| 4 Incident Persons
+|:| B Incident Vehicles
-] [ Incidert Naratives v
< >

OPTION 1b: If you want to search a portion of data, set the parameters of your data sample.

1. In the Field(s) pane, right-click a field that corresponds to the parameter of interest, and
select the Search By option from the menu. If you do not want a parameter field to be
displayed in the query results, unselect the checkbox beside the field's name in the Field(s)
pane.
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Feld(s)

----- [ File Number

=[] Reported Date/Time
T

-~[C|Quar| #  Search By

[ Mord

Flwed Group By 1
-] Day Cancel
....l:hnl v
[ DayofYear

[ 1Hour

[ Minute v

m

The selected field will now appear in the Criteria Designer pane below.

Criteria = Properties  Audit
Criteria Designer
Symbol Form Field Operator Value

(A)

2. To specify a comparison value for the selected parameter, select the relevant Operator
from the lookup list (e.g., =, <>, >, Like, Starts With, Ends With). Depending on the type of
parameter, you will have an option of either entering the comparison value in the Value

field, or selecting it from the lookup list.

3. Add as many parameters for your data sample as needed.

Criteria Properties  Audit

Cnitenia Designer

Symbaol Form Field Operator Value
A Incident Detail Year 3= 2007
» B Incident Loss Summary Met Loss 3= v | 0.05

(AAND B}

4. Asyou continue to specify the parameters, the system will edit the corresponding Boolean
logic statement at the bottom of the Criteria Designer pane. By default, Perspective searches
for data that meets both criterion A AND criterion B, and so on. If you want to only generate
results that meet either criterion A OR criterion B, or some variation thereof, you must
modify the statement to reflect this. It is best to modify the statement after you have

entered all your data parameters first.
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Note: Deleting a parameter symbol (e.g., A, B, C) from the statement will not remove the
corresponding parameter from the list. However, if a parameter is deleted from the statement,
it will not appear in the executed query results. Ultimately, the Boolean logic statement
contains the defining formula for your data sample, while the list of parameters provides the
parameters you may search by, and serves as a reference point for the statement.

Criteria ~ Properties  Audit

Criteria Designer

Symbal Form Field Operator Value
A Incident Detail Year »= 2007
B Incident Loss Summary Met Loss »= 0.05
3 D Incident Detail Reported to Supervisor = YES W
C Incident Detail Reported to Division _ YES W

(% AND B) AND {COR D))

e  To reorder the parameters in the Criteria Designer list, select the corresponding row and use
the up and down arrows in the top right corner of the pane to rearrange the parameter’s

position in the list.

e  To delete a parameter from the list, select the corresponding row and click the Remove icon

7 in the top right corner of the pane, or uncheck the field’s checkbox in the Field(s) pane.

e  To view the text expression of the Boolean logic statement for your data, select the

Properties tab of the Criteria Designer pane.

Criteria | Properties  Audit
Criteria Text Expression
({({A>=2007 ANDB >=0.05) AND(C=YES ORD=YES)))

OPTION 2a: If you want to see lists of raw data values in your query results, proceed to

execute your query.

OPTION 2b: If you want to see your query results summarized, select the fields by which you
would like to group your results.
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1.

To group your query results by a particular field, ensure the field's box in the Field(s) pane is
checked. Then, right-click the field and select Group By from the menu.

Note: Not all fields are available for group by. In order to group by a particular field, it must
have only one reference value, ie., its value cannot be cumulatively derived from several fields.
For example, an incident'’s Total Loss field cannot be grouped by, since it potentially draws
data from multiple involved items and vehicles with recorded losses. In contrast, the Site field
in an Incident record can refer to only one site value, which makes it a legitimate candidate for
a Group By criterion. Moreover, it is not possible to group by a child data field (e.g., Assigned
Date of Incident Investigators).

Field(=)
----- Incident Number i~

&[T File Number

=-[] Reported Date,/Time

W] e

-[|Qual #  Search By
EL\:": Group By [
-] Day Cancel
""|:|1i"|I'E-'bll.uc|]

[ | Dayof Year

-] Hour
-] Minute -

m

The Summary function is activated when at least one Group By field is selected. This will
reflect in the view of the Selection(s) pane: the selected field name will automatically
populate the pane under both Group By and Summary, while the field names that were listed

under Display, will all be transferred to the Summary list.

If you delete a field name from the Group By list, all the fields contained under Summary will

be transferred back to Display.

Note: If your Display list contains fields from child data (e.g., Incident Investigators’ Assigned
Date, Completed Date, or Last Name), selecting a Group By field (e.g., Year) will transfer all the
parent data fields to the Summary list and delete all the child data fields.

In the query results, the system will perform data calculations on all the fields that appear
under Summary. The fields’ actual data values will not appear in the query results (unlike
when they were selected for Display); only the products of the specified data calculation for
the fields will appear. In order to see the actual data values together with the calculations,
you will need to duplicate all the relevant field names under Group By using the Field(s)

pane, as described above.
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To quickly locate the field names in the Field(s) pane, one by one click on the field names in
the Section(s) pane. The system will automatically display the relevant field list in the Field(s)
pane. Right-click the field you want to import to the Group By list of the Selection(s) pane
and select Group By from the menu.

Selection(s) 7 Selection(s) b Selection(z) >

Group By Group By Group By

Summary Year Year

Ceslay Summary [Catogory |
Incadent Humber 51 Incident Number Ske

e Sy
Cabagarny % Cabegany - Incadert Nursber
= - - =
Fasigned Uate Lhsplary Cabegory
Completed Date St
Last Name Dlspiay

Some of these calculations are meaningful; for instance, the COUNT for Incident Number will
produce counts of Incident records for specific categories by which you chose to group your
query results (e.g., Category, Site). Others may refer to unique categorical entries (e.g.,
DISTINCT COUNT for Site or Year), and will not produce meaningful results, unless you
choose to display the actual values of the field (i.e., transfer the field to the Group By list).
Therefore, you will need to think very carefully about selecting the right fields for summaries
(e.g., sums and averages for losses, counts for items), and leaving the rest as actual values
(e.g., names of categories, sites, years).

Note: Once a field appears in both Summary and Group By lists, its calculation node
disappears, which means that the system will display the actual value of the field (not a
calculation) in the query results.

3. Proceed to save or execute the query.

Save a Query

1. Complete the design of your query.
2. Store the query for access at a later date by clicking Save I=I on the Ribbon.

Edit a Query

1. Make sure the query you want to edit is highlighted.
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PRIVATE QUERIES

£ dsagdg
Name Type Created Date Last Run Time Description
adsg Vehicle 2014-08-20 5:1.. adsg

= : Incidents with Knives

Name Type Created Date Last Run Time Description
* Incident “2014-08-21 10-..:
Query 1 Incident 2014-08-19 14.. These queries show Incidents that have Knives involved.

2. To open and begin editing the query, choose one of the following options:

«  Click Edit B on the Ribbon.

e Right-click in the listing pane, and select Edit from the drop-down menu that appears.
3. The Query dialog box will open.

L Edit/View Current Query Description

Name
Incident > Knife

Query Category
Incidents with Knives

Description

Coral

e You can change the query Name, Category, and/or Description.

4.  Click the Edit button to open the query or the Cancel button if you have selected the wrong
query.

5. Toview a query’s specifications, select the query from the tree on the Navigation pane.

Review the Form(s), Field(s), Selection(s), and Criteria information and make changes to the
selected checkboxes, if necessary.

6.  Store the query for access at a later date by clicking = Save on the Ribbon.

Clone a Query

1. Make sure the query you want to clone is highlighted.
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PRIVATE QUERIES

=  dsagdg
Name Type Created Date Last Run Time Description
adsg Wehicle 2014-08-20 5:1.. adsg

= : Incidents with Knives

Name Type Created Date Last Run Time Description
 Incident ] ]

Query 1 Incident 2014-08-19 1:4.. These queries show Incidents that have Knives involved.

2. To clone the query, choose one of the following options:

e C(lick Clone % on the Ribbon.
e Right-click in the listing pane, and select Clone from the drop-down menu that appears.

3. A prompt will appear, asking if you are sure you want to clone the query. Click the Yes
button to clone the query, or No to cancel the cloning process.

Perspective

Are you sure you want to clone the following query?

Name: Query
Type: Incident
Query Category: Miscellaneous Queries

Description:

Note: If you do not have Manage rights, you will be unable to clone a query. Additionally, you are
only able to clone a query that has already been shared to you.

Share a Query

1. Make sure the query you want to share is highlighted.

PRIVATE QUERIES

=  dsagdg
Name Type Created Date Last Run Time Description
adsg Wehicle 2014-08-20 5:1.. adsg

= : Incidents with Knives

Name Type Created Date Last Run Time Description
* Incident “2014-08-21 10-..:
Query 1 Incident 2014-08-19 14.. These queries show Incidents that have Knives involved.

2. To share the query, choose one of the following options:
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e Click Share :¥ on the Ribbon.

e Right-click in the listing pane, and select Share from the drop-down menu that appears.
3. The Share Query dialog box will open.
4.  Click the Add User button and/or Add Role button.

5. Select the user(s) and/or role(s) you want to share the query to by typing his/her name
and/or role in the text field, or scrolling through all users and/or roles.

6. Double-click the user's name and/or role to confirm your selection.

e Click the Allow Manage checkbox if you want the user or users in a particular role to
have the ability to edit, share, delete, or clone the shared query.

e If you share to a user and a role, and that user is in the role as well, the query will be
shared to him/her twice.

Note: If you give a user Manage rights when sharing a query, the user is able to modify the original
query. To keep a copy of the original query that cannot be edited, clone it for yourself.

Share Query: Incident > Knife

Add User Add Roles Remove
Share To Share To Allow Manage
User Of1 - Officer. | ! 0
Save Cancel

7. Click the Add Roles button.

8.  Select the role you want to share the query with by typing its name in the text field, or
scrolling through all roles.

9.  Double-click the role’s name to confirm your selection.
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e Click the Allow Manage checkbox if you want those with that role to have the ability to
edit, share, delete, or clone the shared query.

10. Click Save.

e Shared queries will have the L\g' Share icon displayed beside the title.

=  Incidents with Knives

Mame Type Created Date
& Incident > Knife Incident

Query 1 Incident 20140819 14

Delete a Query

1. Make sure the query you want to delete is highlighted.

PRIVATE QUERIES

£ dsagdg
Name Type Created Date Last Run Time Description
adag Wehicle 2014-08-20 5:1.. adsg

= - Incidents with Knives

Name Type Created Date Last Run Time Description
Incident > Knife | Incident 2014-08-21 10:....
Query 1 Incident 2014-08-19 14 These gueries show Incidents that have Knives involved.

2. To delete the query, choose one of the following options:

e C(Click Delete 3 on the Ribbon.

e Right-click in the listing pane, and select Delete from the drop-down menu that
appears.

3. A prompt will appear, asking if you are sure you want to delete the query. Click the Yes
button to delete the query, or No to cancel the deletion process.

Execute a Query

1. Once your query is created, you may either run it immediately, or save it for further use, and
then run it. To run a saved query, select the name of the query you want to run from the
query list in the listing pane.

2. To execute the query, choose one of the following options:
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e Click Execute 3 on the Ribbon.

e Right-click in the listing pane, and select Execute from the drop-down menu that
appears.

3. A new window will open displaying the Criteria for the query. You do have the ability to
modify the Criteria values if needed. Click the Execute button inside this window.

Note: Queries can be run in the background. As a result, you can set up the next query, design
a report, or review a record while waiting for the results notification to appear.

pal Incident > Knife = B

Execute

Symbol Form Field Operator Value
4 A Incident Detail Year >= 2007
B Incident Loss Summany Met Loss > 0.05
n} Incident Detail Reported to Supervisor = YES W
C Incident Detail Reported to Division _ YES W
((AANDB)AND({CORD))
Track Query Runs

To track the history of query runs, open the Audit tab of the Criteria Designer pane. The tab will

display the following information:

Last Run By User: The user who last ran the query.

e Last Run Time: The time when the query was last run.

e Last Run Returned Rows: The number of data entries in the query results.

e Last Run Duration (second): The time Analysis Expert needed to generate the query.

o  Where Clause and SQL Statement: Technical data on the query data, criteria, and

location.
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Criteriz Properties | Audit

Last Run By User Last Run Time Last Run Retumed Rows Last Run Duration (second)
Clirtt 23/02/2011 7-55:35 AM 2 0
Where Clause

SELECT ID_PK FROM dbo fertblPersons Secured BylUser{ Jalledc81-7b 70-4261-5f6-0sb 2ced 75 78:") AEPersons WHEF’iE{ (ID_PKIN (SELECT PersonID_FK .
2010230 )

FROM tblPerson Trespasses AEParson Trespass (Convertivarchar TOf ExpiyDate 0T 111y =

SGL Statement
SELECT AEPersonDetail ID_PK AS 1D, AEF‘ersonDetlI 1D PK:‘\.S F‘ersonID AEPersonDetail FirstName_NV AS [FName] AEPersonDetail LastName NV AS[JD .
LastMame| FRUM dbo fcntblPersor edby(lser s m’mff—férsonDeial RE%HUQWIN{
X 4 TURBbCEL VTRY : - y erson [respass. |
I“_ erson reﬁass ersonll_FKAS TnkID, ARCH Ly erscn re;ﬁass mﬁme] FF{OMthPersonTreﬁasses

Working with Query Results

View Query Results

Once the query is executed, a new window will open with the results of the query displayed in the
form of a grid. The number of returned records will be displayed at the bottom of the screen.

E Incident Executed at 2014-09-18 3:59:10 PM = =
Export @]Priﬂt Grid [ View Detail ¥ View in Visual Analysis Incident Detail - [B& Chart | (=} Print Detail Report
View Style [ |
[ Show Child Record Records Found (26025) ﬁ Analyze Results
() Horizortal
O Vettical Drag a column here to group by that column _
() Qutlook Group By Incident Detail 2
Incident Number  File Numberi Name  Reporied Date/Time  Occurred From DateTime  Occurred To Date/Time  Record Owner Incident [
INC-DO0DO16757 2013-08-15 320 PM  2013-08-15 3:08 PM 2013-08-15 4:21 PM Harris, Gilbert 73
INC-D00D015657 2013-07-15 6:44 PM  2013-07-15 £:32 PM 2013-07-15 8:07 PM Stinson, Helen 95
Card View INC-D000014466 2012-05-24 10:23 4 2013-05-24 10:11 AM 2013-05-24 1212PM  Carver, Ronald 121
| v] INC- 2011-03-12 11:29P  2011-09-12 1117 FM 2011-09-13 1:04 AM Young, David 107
Text Search INC-D00D020321 2013-12-17 257 AM  2013-12-17 2:45 AM 2013-12-17 413 AM Douglas, Allen 88
| | 1 inc-ooooonares 2013-05-13 2:40 AM  2013-05-13 2:28 AM 2013-05-13 4:54 AM Riley, Brizn 146
Backealor of Search Results INC-D00DO10225 2012-11-30 11:41A  2012-11-30 1129 AM 2012-11-30 1259PM  Spears, Calvin 90
[[] Include Child Record INC-D00D014532 2013-05-30 8:47 AM  2013-05-30 8:35AM 2013-05-30 10:49 AM Carver, Ronzld kS
(] Exact Match of Text INC-DODDO11716 20130209 125PM  2013-02-09 1:13 PM 2013-02-09 257 PM Douglas, Allen 104
L] Case Senstive INC-DODDO23120 20140425 453AM  F014-04-25 4:41 AM 2014-04-25 611 AM Mewell, Ethan a0
INC-0000013366 2013-04-13 822 AM  2013-04-13 810 AM 2013-04-13 10:05AM  Young, David 115
INC-D00D008121 2012-08-17 223FM  2012-08-17 211 PM 2012-08-17 3:20 FM Newell, Ethan &9
INC-D00D003178 2012-01-30 5:04 AM  2012-01-30 4:52 AM 2012-01-30 7:23 AM Spears, Calvin 151
INC-0000001686 2011-10-27 528FPM  2011-10-27 5:16 PM 2011-10-27 6:26 PM McDenald, Rory 70
INC-0000009286 2012-10-25 4:41PM  2012-10-25 4:29 PM 2012-10-25 5:58 PM Dawson, Maddie 89
INC-0000018809 2013-10-14 9:35AM  2013-10-14 9:23 AM 2013-10-14 10:24AM  Riley. Brian 61
INC-D00D016412 2013-08-06 8:42PM  2013-08-06 8:30 PM 2013-08-06 9:50 PM Riley. Brizn 20
INC-D000013045 2013-04-02 6:15PM  2013-04-02 6:03 PM 2013-04-02 7:22 PM Riley. Brizn 79
INC-D000012765 2013-03-24 425PM  2013-03-24 413 PM 2013-03-24 5:08 PM McDonald, Rory 55
IM/ ANRNN1RECCR 19 AT 1C 0-RR AM 1D AT AL 0.40 AM MAD AT AL AN-AA AM Uarrin R2ilhad 1M 4

[Number of Records Retumed 26025 I .4
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Search for Specific Data in Query Results

To search for specific data in your query results, use the Text Search function. Type a keyword in
the Text Search field, and click Search Grid.

Results lookup list.

The color of the highlighted search text can be modified using the Backcolor of Search

o Check Include Child Record to search all records in the query results.

o Check Exact Match of Text to search only for text that corresponds exactly to the text
entered in the Text Search field.

. Check Case Sensitive to only search for text containing the correct uppercase or lowercase

characters specified in the search text.

[ < My Experimental Query>
5] Export (=) Print Grid
View Style
Show Child Record

@) Horizontal
@ Vertical

() Outlook Group By

Card View

<Nonez

Text Search
2009

Backeolor of Search Results

Include Child Record
[ Exact Match of Text
[[] Case Senstive

executed at 20/12/2010 10:57:02 AM

View Detail

INC-2005-000252 2009
ADMI-2010-00011 2010
INCDO000000182 2008
= INCDO0O0DODO18S 2008
Incident Investigators
Assigned Date
06/04/2006
17/03/2009
Incident Detail
Incident Number Year
= INCDO0D0OD0186 2008
Incident Investigators
Lssigned Date
24/02/2009

ACCIDENTS

Emergency Situation

Completed Date

17/03/200%

¥ Class Rollups Category
Security & Safety Syste

Completed Date
25/02/2009

221 221

3000 3000 |
Manitoba 4532 44437 1
Site B 543772463 543759463

Site Rollups Sit  Incident Loss Total L % Incident Loss Net Lo &
Site A 950 160

===
View in Visual Analysis Incident Detail ~ [E» Chart Print Detail Report
Records Found (56)
Incident Detail -
Incident Number Year ¥ Class Rollups.Category Site Rollups Sit  Incident Loss Total L % Incident Loss Net Lo &

Investigator.Last Name
Adams

Johanssen

Investigator.Last Name

Adams

uNurnbe.r of returned records: 56

Group Query Results by a Field

) To group the results by a field, drag the column heading to the gray box above the grid
and drop it. All query results will automatically collapse, grouped by the column heading you
just selected. Grouped By query results may contain child records. To view child records,
click Expand All to view all records contained under nodes. Once clicked, the name of this
button will change to Collapse All. Click this to hide all child records again.
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‘F{ecords Found {32} Records Found (32)
Yﬂg l}-ﬂzh’n header here to group by that column.

fincident Detail Year : 2007 (11 items)
Year zi COUNT_ ¥ Class Rollups Category  Site Roll > Year : 2008 (11 items)
2007 1 ACCIDENTS Site B Year : 2009 (8 items)
2007 2 Assault Site & Year : 2010 (2 items)
2007 1 Emergency Situation Site B

e  To add another tier to the grouping, first expand one of the nodes to view its data in grid
format. Then, click and drag a different column heading to the gray box. The query results
will once again collapse, grouped first by your initial selection, and then by your second
selection. You may continue to add tiers to your grouping using the same method.

e  To reorder the tiers in your grouping, click and drag the column headings in the gray bar.

Records Found (32)

Site Rollups Sitg } Site Rollups Site *

= Year : 2007 (4 items)
| = Site Rollups Site : Site A (4 items)

Incident Detail

COUNT_Incid ¥ Class Rollups.Category  SUM_Incident Loss Total Loss % SUM_Incident Loss Net Loss % GROUPED_BY
2 Assault 1823625 1818171 2007/ Assault/Site A
3 Fire 28440 19500 2007/Fire/Site A
1 Security & Safety Obser 450 450  2007/Security & Safe
1 Thedt 12000 5000 2007/ Theft/Site A

Site Rollups Site : Site B (4 items)
Site Rollups Site : Site C (1 item)
Site Rollups Site : Site D (2 items)

Year : 2008 (6 items)

Year : 2009 (6 items)

Year : 2010 (2 items)

¢ Toremove a field from your grouping, drag the column heading in the top gray bar and
place it anywhere in the query results screen.

Perform Calculations on Query Results

1. To perform calculations on data in query results that were created using the Group By
option, select the Outlook Group By radio box in the View Style section. The Sigma (Z)
symbol will appear on all column headings. (If the Group By function was used to build the
query, Sigma will automatically appear on column headings.)

2. To perform data calculation on a column of data, click the X button at the top of the
respective column. The Select Summaries dialog box will open.
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3. Select the type of calculation that is required for the column (Average, Count, Maximum,
Minimum, and/or Sum). You can select more than one calculation option.

4. Click OK.

GE Select Summaries @
[C] ##) Average
[T =) Count
[] ) Mazximum
[ I Minimum
= sum

[ ok ][ cancel

The calculation results will be displayed below the appropriate columns at the bottom of the
query results. If your results were grouped by a field within the query results window, then the
calculations will apply and be displayed for each group.

Records Found (32)
T
Site Rollups Site

El Year : 2007 (4 items) COUNT_Incident Number Sum = 16, SUM_Incident Loss. Total Loss Average = 175396.36272727272727272727273, SUM_Inciden
= Site Rollups.Site : Site A (4 items) COUNT _Incident Number Sum = 7, SUM_Incident Loss Total Loss Average = 466378.75, SUM_Incident Loss Net

Incident Detail
COUNT_Incident Mumber ¥ Class Rellups Category  SUM_Incident Loss.Total Loss % SUM_Incident Loss.Net Less % GROUPED_BY
2 Assault 1823625 1818171 2007/Assault/Site
3 Fire 28440 19500 2007/Fire/Site A
1 Security & Safety Observ 450 450  2007/Security &
1 Theft 13000 5000 2007/Theft/'Site &
Summaries for Site &
Sum=7 Average = 466378.75 Average = 460780.25
Sum =1865515.00 Sum = 1843121.00
[=1 Site Rollups.Site : Site B (4 items) COUNT _Incident Mumber Sum = 5, SUM_Incident Loss Total Loss Average = 12287.50, SUM_Incident Loss.Net L
Incident Detail
COUNT _Incident Mumber % Class Rollups Category ~ SUM_Incident Loss Total Loss X SUM_Incident Loss. Net Loss % GROUPED_BY
1 ACCIDENTS 19000 15000 2007/ACCIDENT
1 Emergency Situation 50 B0 2007/Emergency
2 Fire 30000 25000 2007/Firel/Site B
1 Theft 100 100 2007/ Theft/Site B
Summaries for Site B
Sum=5 Average = 1228750 Average = 11037.50

Sum =45150.00 Sum = 44150.00

Site Rollups.Site : Site C (1 item) COUNT_Incident Mumber Sum = 2, SUM_Incident Loss Total Loss Average = 13095.00, SUM_Incident Loss Net Lo

Site Rollups Site : Site D (2 items) COUNT _Incident Mumber Sum =2, SUM_Incident Loss Total Less Average = 797995, SUM_Incident Loss Met Lo
Year : 2008 (6 items) COUNT_Incident Mumber Sum = 13, SUM_Incident Loss Total Loss Average = 498942 05727272727272727272727, SUM_Inciden
Year : 2008 (6 items) COUNT_Incident Number Sum = 18, SUM_Incident Loss Total Loss Average = 162544 625, SUM_Incident Loss Net Loss Average
Year : 2010 (2 items) COUNT_Incident Number Sum = 9, SUM_Incident Loss Total Loss Average = 515642 45, SUM_Incident Loss Net Loss Average =
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Export Query Results

1. To export query results, click @ Export on the top toolbar. A Windows Explorer window will

open.

2. Choose the location for the new file and name the file and indicate the file type (e.g., Excel-
Data (*.xls). Click Save.

3. You will receive a confirmation message stating the export was successful. Click OK.

Print Query Results

1. To print the query results, first estimate the layout of your grid in relation to the portrait
layout. If deemed necessary, scale the query results window to fit one portrait page.

2. Click k= Print Grid on the top toolbar. A Print Preview window will open.

3. Review the layout of the grid using the toolbar at the top of the screen.

4. Click the Print icon & to print the grid.

- Print preview (= =]
éjbp'|ﬂm.mn|(:|ose Page 1%

Access Records in Query Results and Print Reports

Note: These functions are not available if the Group By function was used to build the query.
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To view a record from the list of records contained in your query results, select the record and

click ‘ﬂ\ View Detail. The record will open in a separate window in the read-only mode.
To print, email, or save one of the records listed in the query results, follow the steps below:
1. Select the record and click (=l Print Detail Report.

2. AReport Visibility window will appear. This window contains checkboxes for all report
sections containing data. By default, all boxes will be checked. Uncheck the boxes for any
sections you do not want to appear in your report. Check the Download All Attachments?
box if you want to download the attachments included in the record for printing. Then, click
OK.

Subreport Visible
Cover Page

Incident Detail
Incident Flags

Incident Persons
Incident Organizations
Incident ltems
Incident Narratives
Incident Attachments
Incident Reviews
Incident Assignments

HEEEEEEEEE

Select Al Desslsct Al Download All Attachmerts? [#] | OK | [ Caneel |

3. The Report Options window will open.
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a. Click the Open icon to instantly view a printable PDF copy of the report.
b. Click the Send icon to send an email message with a PDF copy of the report attached.
c. Click the Save icon to save a PDF copy of the report to the location of your choice.

d. Click the Close icon to cancel the report.

|| Report Options Iﬁ

The Repart is available for viewing.
What would you like to do with this report?

» Open

- Open this report with PDF viewer.

Send
‘_l=y>' Send Report as Attachment

Save
H Save Report as PDF

p Close
% Take Mo Action With This Report

Created :Mar-19-2013 5:01 PM

Construct a Visual Link Chart From Query Results

With Perspective Visual Analysis, you can create a visual link chart representing the data

relationships between records listed in the query results.

Note: If the Group By function was used to build the query, this feature will be disabled.

W
Click anywhere in the query results and then select “| View in Visual Analysis. A separate
Perspective Visual Analysis window will open with all the records listed in the query results
contained within.

See the Perspective Visual Analysis section for further information on building a link chart, or

click the Help icon in the Visual Analysis window.
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Chart Query Results

1. To begin charting your query results, click > chart. If your query results contain child data,
you may choose to chart either parent records (e.g., Person Detail) or child records (e.g.,
Person Incidents Involvement) by selecting the appropriate data label under the attached
lookup.

2. A charting window will open with a blank Viewing pane, a list of variables available for
charting listed in the Data pane on the left, and a grid with raw chart data listed at the
bottom Data tab. (In this section, we will be looking at the case of an organization that

wants to know the proportions of marital statuses of their employees by gender.)

3. In the Data pane, select an X-Field (e.g., Gender) and a Y-Field or multiple Y-Fields (e.g., Last
Name) for your chart from the available options. The X-Field data will appear on the
horizontal x-axis of your chart. The Y-Field data will appear on the vertical y-axis of your
chart. If you select more than one Y-Field, ensure that they have the same unit of value (e.g.,
dollars, items). Note that Y-Fields are always charted as numerical values. Generally, text
fields are counted (e.g., quantity of Incident Numbers or Last Names), while numerical fields

are summed (e.g., amounts of Incident Losses).

4. Your chart will appear in the Viewing pane. By default, your initial chart will be formatted as

a column chart. The bottom pane will display your selected Chart Data.
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5. You may copy and paste data from the Data or Chart Data tabs into Excel by highlighting
the data and then using the Ctrl+C and Ctrl+V keyboard commands.

[l Marital Status by Gender  executed at 21/12/2010 3:24:29 PM, Chart Created at 21/12/2010 3:24:32 PM o= ]
ﬁ Copy to Clipboard [E] Print | B ChartTypes ~ [B Wizard |t Clear Themes v/ Border  MNone - ﬁ
Enter Title
------ il Column chart
I Last Mame

Add Series

6. If you want to select an additional variable for your chart (e.g., Marital Status) to see the
distribution of one of your variables by another (e.g., Marital Status by Gender), right-click
the variable under X-Fields, and select Add Series. The chart type will switch to a pivot chart.
The new variable will be added to the x-axis and will be explained in the chart’s legend.

Note: Once a Series variable is incorporated into your chart, only one Y-Field will be charted.
Additional Y-Fields will automatically be dropped from your chart.
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[_Il Marital Status by Gender  executed at 21/12/2010 3:24:29 PM, Chart Created at 21/12/2010 3:24:32 PM [E=n |
EJ_, Copy to Clipboard |_E:] Print I& Chart Types - |§;b Wizard [ Clear [E] Themes ~| Border | Mone - ;
CiiiE s Enter Title
------ [l Pivote Chart
35 I Common-law
Divorced
30 I Mzrried
Single
5 Widowed
Data a 20
E- X - Fields
() Last Name 15
@ Gender
() Marital Status 10
=Y - Fields 5
Last Name
[[] Gender 0
[ Marital Status Female Male
Chart Data 5
Gender Marital Status Last Name -
Female Divorced 1
Female Marmied 3
Female Single 21 -
Data | Chart Data

7. If the chart does not have a series field, you may use the available toolbar options to adjust
its appearance. These options are also available with a greater range of functionality in the
Chart Wizard. For description of the various chart customization options in Chart Wizard, see
Appendix D: Chart Wizard.

a. To change the default column chart to a different chart type, choose an option from the
[ Chart Types lookup list (e.g., pie, bar, area). The Charts pane will automatically
populate with the name of the selected chart.

b. To change the default 2D (two-dimensional) chart to a 3D (three-dimensional) chart,
choose 3D in the drop-down menu on the toolbar. Click and drag the chart to rotate it
and adjust its perspective.

¢. Enter a name for the chart in the Title text box.

d. From the Border lookup list, select a border or frame style for the chart.

e. Inthe ] Themes lookup list, select a color theme for your chart.
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& Chart Types '}t& Wizard "‘b: Clear Themes +| Border | FrameTitlel | Employee's Marital Status by Gender Fiw
N ! ! - - - !
Q

‘Employee’s Marital Status by Gender

-

% Common-law
I Divorced

40 B Marmied
N Single

I Widowed

S

If the chart does include a series field, any customizing of the chart, including changing the
chart type, must be done in the Chart Wizard.

8.  To copy your chart to clipboard ' or print it EB:I click the appropriate icon on the
toolbar.

9. If you want to erase this chart and construct a new chart of the query results, click " Clear
on the toolbar, or right-click in the chart area and select Clear.

m © Resolver Inc. Confidential. Do not distribute. Page 192 of 354



Perspective User’s Guide Analysis Expert

Analyze Results

Analyze Results allows you to choose how you view your query results. You can filter by variables
and continually modify the results displayed. You can change the appearance of your results, as
well as narrow or expand your results by hierarchy levels, building locations, criminal activity type,
etc. The Pivot Grid in the Analyze Results module allows you to determine the data you want
displayed, while the Data Chart section and Pie Chart section gives you the ability to dig deeper
into your results and display them in a visually appealing way.

Table

The table section of Analyze Results is where you decide what to analyze and how you want it to
be displayed.

1. In the Navigation pane, open the Analyze and Report module.

2. From Analysis Expert, choose the query record that you want to view. To execute the query,
do one of the following:

e Click Execute 3 on the Ribbon.

e Right-click in the listing pane, and select Execute from the drop-down menu that
appears.

3. If you have user rights, you may make modifications to the Value field in the window that

appears. Then click the Execute B button.

‘ ” Anahyze Results

4.  Click the Analyze Results button.

5. The Analyze Results window will open. By default, you will be in the Show as Table tab.
From here, you can begin organizing and filtering your data into a table.

6. Choose the variables you want to see displayed in your table by dragging them from the

Fields section into the Filters, Columns, Rows, or Measures windows.

o Filters: Allows you to limit the data you see by filtering out the fields you don't want

displayed. Select the variables you want to filter by.

Note: You can change the variables on the Tables, Data Charts, and Pie Charts tab.

m © Resolver Inc. Confidential. Do not distribute. Page 193 of 354



Perspective User’s Guide Analysis Expert

e Columns: Organizes the selected fields into columns.
e Rows: Organizes the selected fields into rows.

e Measures: Shows a count of the data you want displayed.

Fields il Measures

B . e |

= . Incident Detail

- III Measures

| Ill Count of records

Fields

- Incident Detail s
= Ill Measures
III Count of records
III Incident Duration
» ‘I‘ Count of records

'

» ‘I‘ e-Incident Number

'

» ‘I File Mumber \ Name

L

» T Incident Duration
» T Incident Initiated By
» ¥ Incident Number
» #, Occurred From Date/Time
» # Occurred To Date/Time
» * Police File Number
» T Record Owner
L » # BRennored DateMima

L

L

L

L

L

¥

»

Drag fields between areas below:
T Filters Il Celumns

¥ Record Owmer
T File Mumber} Name

= 1l Measures

 Repated DateTme

Defer Update [ Update Layout |

Note: Selecting the Defer Update checkbox will prevent your data from automatically being shown
on your screen. If this checkbox is selected, you will have to click the Update Layout button

whenever you want to see a current display of your data.
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7. Once you have selected the data you want to appear in the table, you can dig deeper by
using the Data Slicer to narrow or expand your results by hierarchy and level.

e Once you have decided how you want to slice your data, click on the specific hierarchy
and level you want to view.

Note: To hide the hierarchy and level drop-down menus, click the '=! button. To bring it back
into view, click the & button. Additionally, if you want to reset the hierarchy and level, click
the % button.

Data Slicer

Hierarchy Level
Record Owner + | | Record Owner ~

[Carver, Ronald
[Dawson, Maddie
[Douglas, Allen
[Hanis, Gilbert
[Martin, Carl
[I‘u‘IcDonaId. Rory
[Newell, Ethan
[Riley. Brian

[Speals. Calvin

[Stinson, Helen

L
|
|
|
|
J
|
|
|
|
|
|

[Young, David

Note: You can hide the Data Slicer section of Analyze Results by clicking the © button, found

in the top left corner of the Analyze Results window. Click the ®bputton to bring the Data
Slicer back into view.

8.  To show different counts of your data (Average, Count, Minimum, Maximum, or Sum), use
the Aggregator drop-down menu.

Aggregator | Count

Average

Count
Minimum
Maximum

Sum

9.  Now that you have organized your data by the information you want displayed, you can do
any of the following:

e Click the Export to Excel button.
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e Click the Show as Data Chart tab to view your results in a chart.

e Click the Show as Pie Chart tab to view your results in a pie chart.

Note: You can save how your results are displayed by clicking the Add button in the upper left
corner of the Analyze Results window. Type a name for your saved view and press the Save button
(which appears after you click Add). To cancel, click the Cancel button. Saved views are visible to
people you share the queries with. Each shared query has a common set of saved views. This means
that if anyone adds a view to a shared query, everyone that query is shared to will be able to see it.

Data Chart

The data chart tab allows you to modify how you view your data results. The following section will
give you an in-depth understanding of the options you can use in the Data Chart section of
Analyze Results.

1.  Click the Show as Data Chart tab.

2. From the Chart Type drop-down menu, select the type of chart you want your results to be
displayed in.

Chart Type

Column v

Area
Column
Line

Paint
Step frea
Step Line
\waterfall

3. Enter a title for your chart in the Title field.
4.  Enter a subtitle for your chart in the Subtitle field.
5. Select the Show Marker Values checkbox to see exact counts.

6.  Select the Enable DataPoint Tracking checkbox to allow you to track exact numbers for

different variables. Hover over the chart to have these numbers displayed.

7. Select the Show Shadows checkbox to better define particular variables on your chart.
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8.  Select the Show Zoom Options checkbox if you want to be able to zoom into specific areas
of your chart. To do this, hover over the small replica of your chart to decide if you want to:

Zoom out &

Zoom in &

Reset your zoom to default %, or

Select the default mouse drag interaction by right-clicking the ® button (zoom into
selection area #, or pan ¥)

Note: If you Copy Chart as Image, you need to deselect the Show Zoom Options checkbox or
else it will appear in your copied image.

9. By default, the Show Legend checkbox is selected. To hide the legend, deselect the Show
Legend checkbox.

10. From the Legend Position drop-down menu, select where you want your legend to appear
in relation to the chart.

11.  You can copy the chart and paste it into a document (e.g., Microsoft Word or Excel). To do
this, click the Copy Chart as Image button, open the program that you want to copy the
chart to, and paste it. Or, you can save your chart to your desktop by clicking the Save Chart
as Image button.
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Incidents with Knives 2013
2013-2014 2011

U

900 870 879 887

800
700
600
500
400
300
200

100

0 Harmns, GilberStinson, HeleCarver, RonzYoung, DavicDouglas, Alle Riley, Brian Spears, CalvNewell, EthaiMcDonald, RDawson, Mac
NiA

Note: Hide the charting options by clicking the Chart Options ® button. Bring the options back into
view by clicking the @ putton.

Pie Chart

The Pie Chart tab, while a different type of chart from the Data Charts tab (with different options
to view your results by), allows you to modify how you view your data results. The following
section will give you an in-depth understanding of the options you can use in the Pie Chart
section of Analyze Results.

1. Click the Show as Data Chart tab.

2. Enter a title for your chart in the Title field.

3. If you want to see exact numbers, hover your mouse over the pie chart.
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4. You can copy the chart and paste it into a document (e.g., Microsoft Word or Excel). To do
this, click the Copy Chart as Image button, open the program that you want to copy the
chart to, and paste it. Or, you can save your chart to your desktop by clicking the Save Chart
as Image button.

Note: Hide the charting options by clicking the Chart Options © button. Bring the options back into
view by clicking the @ putton.
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Reports

Perspective contains a number of preset reports that you may use to generate statistics and
analyze trends in your data.

User Interface

The interface of the Reports component of Perspective is built around the specific type of report
that is selected from the Navigation pane, and can be roughly divided into three parts:

1. Navigation pane: Allows you to select various preset reports from five general categories.
Once selected, the name of the report will appear at the top of the Report System pane.

e Administrator Only: Reports that list groups of administrative hierarchies available in
Perspective (e.g., Roles, Users, etc.).

e Detail Reports: Condensed summaries of individual records stored in Perspective.
e List: Reports that contain lists of records, assignments and losses.
o Lookups: Reports that list values available in various Perspective’s lookups.

e Summary Reports: Reports with a summary of data analysis; results are summarized in
assorted bar and pie charts.

2.  Report System pane: Assists in filtering data for future reports and executes their creation.
3. Report Settings toolbar: The invariable part of the Report System pane that provides
options for refreshing the report settings view, generating reports in PDF, and opening

previously run reports locally.

4.  Report Settings pane: The variable part of the Report System pane that displays tabs,

panes, and tools for specifying parameters for the data used in your report.
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Al Workaroups for Lockups and Follups

[ Adminktration

bb SmaketRole Loading.. Reacy Convected

Types of Reports

Administrator Only

Role List: Lists all system roles, along with their respective descriptions and organizational
rollups.

Test Report: For testing purposes only; successfully running this report demonstrates that
SQL Reporting Services is operating properly.

User List: Lists all system users, along with their assigned security controls (roles,
workgroups, organizational rollups, and access levels), and groups them by a security control

of your choice.

Workgroup List: Lists all workgroups, along with their respective descriptions, organizations,

and Perspective e-Reporting access status.

Detail Reports

Incident Executive Summary: Displays the selected Incident record in brief detail, providing
a short summary of the incident, its investigation and outcome, which is intended for

managerial review.

Activity Landscape: Displays the selected Activity record in great detail in a landscape-

format report.

Activity Portrait: Displays the selected Activity record in great detail in a portrait-format
report.
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o Case: Displays the selected Case record.

o Incident Condensed Landscape: Displays the selected Incident record in great detail in a
landscape-format report.

e Incident Condensed Portrait: Displays the selected Incident record in great detail in a
portrait-format report.

o Incident: Displays the selected Incident record, including some of its investigation data.

o Item: Displays the selected Item record.

o Organization: Displays the selected Organization record.

e Person: Displays the selected Person record.

o Vehicle: Displays the selected Vehicle record.

e Investigation: Displays investigation data from the selected Incident record.

List

o Case Assignment By Person: Lists all case-related assignments along with key assignment
details, such as the particular case in which the assignment was created, the user who

created the assignment, and the user who was given the assignment.

) Case Losses: Groups and totals case loss values by category, manager, supervisor, status, or

workgroup; results are displayed in list form and are summarized in a bar chart.

. Case Summary: Groups and totals cases by category, manager, supervisor, status, or

workgroup; results are displayed as brief case summaries.

) Case Totals: Groups and totals cases by category, manager, supervisor, status, or

workgroup; results are displayed in list form and are summarized in a bar chart.

Note: The above four Case reports are only available in the ICM and EIM Editions of Perspective
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Incident Assignment By Person: Lists all incident-related assignments, along with key
assignment details, such as the particular incident in which the assignment was created, the
user who created the assignment, and the user who was given the assignment.

Incident Losses: Groups and totals incident loss values by business unit, class, organizational
rollup, site, or workgroup; results are displayed in list form and are summarized in a bar
chart.

Incident Summary: Groups and totals incidents by business unit, class, site, status, or
workgroup; results are displayed as brief incident summaries.

Incident Totals: Groups and totals incidents by business unit, class, disposition,
organizational rollup, owner workgroup, or site; results are displayed in list form and are
summarized in a bar chart.

Lookups

Business Unit Hierarchy: Lists all combinations of lookup list values for the four-tier
business unit rollup.

Class Hierarchy: Lists all combinations of lookup list values for the four-tier class rollup.

Lookup List: Lists all System English values for the selected lookup list, as well as their

alternative labels in other languages.

Organization Hierarchy: Lists all combinations of lookup list values for the four-tier

organizational rollup.

Site Hierarchy: Lists all combinations of lookup list values for the four-tier site rollup.

Summary Reports

Officer Category By Time: Calculates the time officers spent on activities providing the
number of activities, the total and the average time, and the percentage of the total time per
activity category.

Officer Log Report: Lists the officer log status changes by officer, including such details as
Call Sign, Location, Status, Date/Time of the change, and Notes.

m © Resolver Inc. Confidential. Do not distribute. Page 203 of 354



Perspective User’s Guide Reports

o Response Time By Site: Provides short activity processing summaries by activity category,
including activities’ Start Time, Arrive Time, End Time, and calculating the Response Time
and the Total Time per activity and per category.

e Frequency Distribution: Compares the total number of incidents that took place in two
separate time periods by year, quarter, month, weekday, and hour; results are summarized in

bar charts.

o Case Classification: Groups and totals case loss values by category; results are summarized
in assorted bar and pie charts.

o Incident Classification: Groups and totals incident loss values by class and category; results
are summarized in assorted bar and pie charts.

. Yearly/Quarterly/Monthly Summary: Provides descriptive statistics for the number of

incidents that took place during the time periods of years, quarters, and months; results are

summarized in bar charts.

Creating a Report

1. Select a report from the list in the Navigation pane.
2. The Parameters tab will open by default. Each report has a unique set of one or more
parameters that can be specified before running your report. As in all other Perspective

forms, red parameter fields are required and all others are optional.

e Select a Language: Choose a label set or a language of your report (e.g., System
English).

e Select Group By: Choose the entity your report’s results will be grouped or organized
by (e.g., Access Level, Role, Workgroups, Status, Class Rollup).

e Select a Date Range: Set a date range(s) your report’s data will be drawn from. Some

reports may provide an option of selecting more than one date range for comparison.

e Year/Quarter/Month (for the Frequency Distribution Report): Select the time period for

which you would like your report to display statistics.

o Workgroups checkboxes: Select the workgroups you would like the report to generate

statistics from. Check All Workgroups to select all workgroups in the list.
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e Select a Business Type, Class Type, Lookup Type, Org Type, or Site Type: Specify the
particular lookup list or rollup for which you would like to view available options or
values.

e Select an Officer (only for Officer reports): Choose the officer for which you would like
to see the report data.

e Select an Activity, Incident, Case (Perspective ICM and EIM only), Item, Organization,
Person, or Vehicle: Indicate the particular entity your report will be based on (e.g.,
Incident record INC-2010-000124, Jane Doe’s Person record).

e Select Series (only for Totals reports): Specify the entity that your report’s charts will be
grouped or organized by, next to the selected Group By field (i.e., Status, Disposition,
Access Level, or Workgroups).

e Select Net Loss Over/Under (only for the Yearly / Quarterly / Monthly Report): Specify
the Net Loss threshold value by which you would like to organize your report.

e Completed? (only for Assignment reports): Indicate whether you would like completed,
incomplete, or both completed and incomplete assignments to be included in your

report.

o Include Locked? (only for the Role List report): Indicate whether or not you would like
locked roles to be included in your report.
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3. In addition to the Parameters tab, some Summary Reports have an option of filtering data

that you would like to include in your report. To further qualify your report results, select the
Criteria tab.

a. Check the All Workgroups for Lookups and Rollups box to search across lookup lists
and rollup values for all workgroups.

b. In the Searchable Fields pane, select a form entity to display its available fields in the
yellow pane to the right.

¢. Highlight and right-click a field you would like to specify settings for, and select Search
By to add the field to your search criteria. The chosen field will automatically populate

the Field Name box in the search pane on the right half of the screen.
d. Select a field operator from the Opt lookup list (e.g., =, >).

e. Enter the comparative value in the Value field or select an option from the list by

clicking on the plus icon .

f.  Click Enter to add the field specification to your report search criteria.
Every time you add a new field specification to the search criteria, the pane on the left
will populate with a new symbol associated with the added criterion (e.g., A, B, C). The
arrangement of the symbols in the pane defines the relationships between the criteria,
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which are also reflected in the Boolean logic statement outlined below. By default, every
criterion added is in the OR relationship with the previous and next.

g. To modify these relationships (and the logic statement), creating an internal hierarchy
within the criteria, select a symbol from the pane on the left and click the adjacent up or
down arrows. Criteria that appear in separate nodes are in the OR relationship to each
other, while criteria that appear in sub-nodes are in the AND relationship to the main
criterion at the top of the node.

h. To modify your search criteria, select the criteria you want to modify, make changes in
the Opt and Value fields, and click Update. The changes will be applied to the criterion
on both the level of the criteria list and the Boolean logic statement.

i. Toremove a field from your search criteria list, select the field and click Remove.
4.  Click Preview in the Report Settings toolbar to generate the report.

5. For some reports, you will have to select parts of the report that you want to include in the
report from the Report Visibility window. This window contains checkboxes for all report
sections containing data. By default, all boxes will be checked. Uncheck the boxes for any
sections you do not want to appear in your report. Check the Download All Attachments?
box if you want to download the attachments included in the record for printing (this
checkbox only appears if the report includes attachments). Click OK.

| Report Visibility

Sub-Report

i Cover Page
Incident Detail
Investigation Details
Incident Controls
Incident Visibility
Incident Assignments

<
@
&

KRR E

a

Select Al Deselect Al Download All Atachments? [V oK Cancel
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6. A Report Options window will open.
a. Click the Open icon to instantly view a printable PDF copy of the report.
b. Click the Send icon to send an email message with a PDF copy of the report attached.

c. Click the Save icon to save a PDF copy of the report to the location of your choice.

d. Click the Close icon to cancel the report.

]

Report Options
The Report is available for viewing.

What would you like to do with this report?

Open

=
— Open this report with default viewer.

= Send
E‘} Send Report as Attachment

Save
H Save Report

p Close
% Take Mo Action With This Report

Created :Aug-20-2014 10:47 AM
7. To access the most recently generated report, click the Open Local button in the Report
Settings toolbar.

Note: The Preview button should always be used to generate new reports with the most up-to-

date data available in Perspective. The Open Local button should only be used to quickly
reference recently run reports.
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Custom Reports

You have the ability to take queries that you've built in Analysis Expert and customize them into
custom reports. You define what information goes into the report and how it looks.
Note: You need user permissions to access Custom Reports.

User Interface

The interface of the Custom Reports component evolves into separate screens depending on how
far along you are in building your custom report — the initial custom reports window and the
subsequent reports designer window. The reports designer window of the Custom Reports
component is where you modify the appearance of your report, including changing the
background, font colors and sizes, adding logos, etc. The initial custom reports window is divided
into the following sections:

1. Ribbon: Contains the buttons that perform adding and execution of custom reports.
Note: Right-click the listing pane to open a menu with the following options: Add, Edit, Share,
Delete, Clone, and Execute your custom report.

2.  Listing pane: Arranges custom reports that you create according to their access options
(i.e., Shared Custom Reports or Private Custom Reports) and Custom Report category. By
default, all new Custom Reports are Private Queries available only to the user who created
them. In order to make a saved Custom Report available to users across your organization,

you must share it. Refer to the Share a Custom Report chapter for more information on
how to do this.

Custom Report Design Process

The following chapter involves working with Perspective’s Report Designer. To understand how to

use the Report Designer, please refer to the Report Designer section for details.

Create a Custom Report

1. Make sure the custom report category you want your created custom report to appear

under is highlighted (i.e., Private Queries, Shared Queries).

2. To start a new custom report, choose one of the following options:
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o Click Add B on the Ribbon.

e Right-click in the listing pane, and select Add from the drop-down menu that appears.
3. A Create New Custom Report dialog box will open.
4.  Enter a title for the custom report in the Report Name field.

Note: Use specific names for your custom reports, because if same-named reports are shared,
the user will only see the first query with that name.

5. Make sure the Report Category is correct. If you want to create a new Category, type it in
this field.

6. Inthe Report Description text box, identify the type of custom report and/or its purpose.

Note: The Report Description field can be left blank. The Report Name and Report Category
fields must be filled in.

L Create new custom report.

Report Name
Incident Report

Report Category
Incidents|

Report Description

Please selecta query or quenes for your report.
PRIVATE QUERIES

= Miscellaneous Queries

Mame Type Description

» I L
New Query Incident

New Query Vehicle

Design Cancel

7. Click Design.
8.  The new custom report entry will be added to the relevant record entry node. The

Perspective Report Designer window will open (refer to the Report Designer section for

details on how to use the Report Designer).
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Save a Custom Report

1. Complete the design of your custom report.
2. Store the custom report for access at a later date by doing one of the following actions:
e Click Save K on the Ribbon.
e Click File, and from the drop-down menu that appears, click Save.
Edit a Custom Report
1. Make sure the custom report you want to edit is highlighted.
2. To open and begin editing the custom report, choose one of the following options:
e Click Edit & on the Ribbon.
e Right-click in the listing pane, and select Edit from the drop-down menu that appears.
3. The Custom Report dialog box will open.
e You can change the custom report Name, Category, and/or Description.

4.  Click the Edit button to open the custom report or the Cancel button if you have selected

the wrong report.
5. Make the appropriate changes in the Custom Report Designer.

6.  Store the custom report for access at a later date by clicking Save & on the Ribbon, or click

File and then Save from the drop-down menu that appears.

Clone a Custom Report

1. Make sure the custom report you want to clone is highlighted.

2. To clone the custom report, choose one of the following options:

e C(lick Clone % on the Ribbon.
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e Right-click in the listing pane, and select Clone from the drop-down menu that appears.

3. A prompt will appear, asking if you are sure you want to clone the custom report. Click the
Yes button to clone the report, or No to cancel the cloning process.

Note: If you do not have Manage rights, you will be unable to clone or edit a custom report.
Share a Custom Report
1. Make sure the custom report you want to share is highlighted.

2. To share the custom report, choose one of the following options:

e Click Share 3 on the Ribbon.

¢ Right-click in the listing pane, and select Share from the drop-down menu that appears.
3. The Share Custom Report dialog box will open.
4.  Click the Add User or the Add Role button.

5. Select the user you want to share the custom report with by typing his/her name and/or role
in the text field, or scrolling through all users and/or roles.

6. Double-click the user's name and/or role to confirm your selection.

e Click the Allow Manage checkbox if you want the user or a particular role to have the

ability to edit, share, delete, or clone the shared custom report.
7. Click Save.

e Shared custom reports will have the Lg Share icon displayed beside the title.

Delete a Custom Report

1. Make sure the custom report you want to delete is highlighted.

2.  To delete the custom report, choose one of the following options:

e C(Click Delete 3 on the Ribbon.
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e Right-click in the listing pane, and select Delete from the drop-down menu that
appears.

3. A prompt will appear, asking if you are sure you want to delete the custom report. Click the
Yes button to delete the report, or No to cancel the deletion process.

Note: A custom report that has been shared to you by another user cannot be deleted.

Execute a Custom Report

1. Once your custom report is created, you may either run it immediately, or save it for further
use, and then run it. To run a saved custom report, select the name of the report you want to
run from the custom reports list in the listing pane.

2. To execute the query, choose one of the following options:

e Click Execute 3 on the Ribbon.

e  While in the Report Designer, click File, Export and from the menu that appears, select
the file type you want the report to be run in.

Report Designer

In the Report Designer, you have all your query data at your disposal and can prepare it for

printing in different ways.

Getting Started

Insert a Company Logo into the Report
For the company logo, please use the sunshine.gif file, which you will find in the directory for the

Sample Application. We also need a Picture object. Proceed as follows:

1. Click Insert > Picture (Objects > Insert > Picture).
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Start  Insert | Project (2]

Text Line Rectangle Ellipse Picture Barcode  Formatte Form Co Form Te.. Data Gra.. Gauge HTML Text PDF OLE Cont... =

Note: Objects are your project's building blocks. They are generated in the workspace where
they are also given a border with which their size and position can be changed. This border
defines the space that the object takes up and thus also the maximum size to which the
contents of the respective object can be expanded. Objects may overlap fully or partly.

2. Inthe workspace, point the mouse to the position where the upper left corner of the object
is to begin. The mouse cursor changes to a crosshair. Hold down the left mouse button and
drag the crosshair to the lower right corner of the planned object. Release the mouse button
when the object (the dashed border) is the right size.

Note: Objects can be added to the workspace in different ways: via the menu Objects > Insert,
via the toolbar or via keyboard shortcuts, or with Drag and Drop from the list of variables.

3. Select if the picture is loaded from a file or if the content is defined by a formula/variable.

Note: This dialog is not available in Windows XP, the file selection dialog will appear directly.

Picture source selection n

How should the picture content be determined?

A picture can be created from various contents. Choose from the following selection.

< File
Load a picture from a file. Optionally, the file can also be embedded into the project.

< Formula
Choose a formula for the picture contents. The formula result can be e.g. the picture file
name,

Cancel

4.  If you select File, a file selection dialog will appear. Select the image file.

Note: The following formats are available: LL, BMP, DOCX, HTML, JPG, PDF, PNG, RTF, SVG,
TXT, TIFF, XLS, XLSX, XML, and XPX. As a general rule, you should use the RGB color space (not
CYMK). Transparency in PNG files is supported by using the corresponding Windows functions.
In our experience the majority of printer drivers do not support transparency so that reports
with e.g., partly transparent PNG files should thoroughly be tested on the actual hard-software

combination. If that is not possible we recommend doing without the alpha channel.
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Insert the picture into the project by enabling the Embed image in project file checkbox

option.

Embed image in project
file

Cancel

5. After you select the file, select the Embed image in project file checkbox, and click Open,

the logo will be inserted into your report.
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OLE Cont.,
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Q=
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Properties x z
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Name =
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(Contents) R
4 Data Source File Name =
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Formula =
4 Variable =
Q=
Properties =
Save as JPEG False [No] =
Include in Project False [No] e 3
4 Original Size False [No] 3
Keep Proportions True [Yes] e 3
Y Te—— . n Cantnendd) =
Design
==
_—
7 Layout [ Layout Preview &2 Previe
4,981, 11.79 Select Picture - 6.159in, 0.331in - 7.916in, 1.260in = 1.757in, 0.929in (Base) 100%

Add a Title to the Report

Use a text object to add a title to the report. Text objects let you place text in the workspace. As

well as fixed text, you can also insert the contents of fields (variables) from the database (e.g.,

company name), or you can use functions (page number, date, etc.).

1. Click Insert > Text (Objects > Insert > Text).
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“ Start Insert Project
T \ O O bl W E il © o B

Text Line Rectangle Ellipse Picture Barcode Formatte Form Co.. Form Te... Data Gra... Gauge HTHT'ext PDF OLE Cont... =

2. Inthe workspace, hold down the left mouse button and pull the object to the required size.
Text objects should always be created in the maximum size you want, the object shrinks at
print time to the required size.

3. The formula wizard will now appear which you can use to define the contents of the text
object.

This dialog consists of a series of tabs each containing different elements to be edited. The
following chapters explain the meanings of these elements in more detail.

e Data and Functions: the available variables, fields, and functions.

e Condition: for defining IF-THEN-ELSE conditions.

e Text: for entering fixed text and tabs.

e Date Format: different date formats.

e Number Format: different number formats.

Operators: available conjunction operators.

You can also enter the expression that you want directly in the edit box or modify the text

that is there (e.g., put something in brackets).

Therefore, enter our title Products directly. Fixed text must be enclosed in quotation marks.

Enter names of data and functions without brackets.
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[ Edit Text n

Data and Functions | Condition | Text | Date Format | Number Format = Operators

Products|
Linefeed Tab Properties
Edit free text
Insert
"Products” ()
33 m
3
< N )
o Products
III 'I
@ | = oK Cancel

=

Note: Please note that there are two ways of writing expressions, depending on their use. You
will find more information about this in the chapter Variables, Fields and Expressions.

4.  The title will be displayed when you close the dialog with OK.
5. Use the tab Texttools > Text (mini-toolbar) to enlarge the font size.

6. You have now added the title:
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T ™ Text Toals Designer - - =
“ Start  Inset  Project Text ~ 9
A & Assign to Layer ~ - = =1 g 1 |
iﬁ Arial *|l24pt ~ A" A :f =
% Border ~ = $0 ﬁJ O
Content y - B = = = Append Insert T
X Delete BIUSA~A == == L ' X Deletz
Objects X o Arial vl B r U m M 80 9.0 10 11.0 fin]
) Projec I silTannnsaanaconnlied il
i-aa [Picture] E X * =
LIA [Text] z
Q=
o
~
o=
o -
Report Structure Objects ayers =
Properties X =
T @ "=
Pocion A
Locked False [Ne] 23
Name =
4 Dat ad
(Contents) =
4 Appeara é
Background 0 [Transparent] o=
Bottom Aligned False [Ne] =
Export as Picture False [No] = =
4 Frame o=
Layout 0 [Circumferential] =
a Left =
Lol
Distance 0 [0.000in] =
Line False [Ne] =
v 2 -
Tan ==
Design =3
E:
[ layout [l Layout Preview |  [f8] Preview
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Insert the Table for the Product List

Use the Report Container object to add a table to the report. As the name says, a report container
can hold several objects: tables, charts and crosstabs can be added in any order.

Note: The report container is not available in all applications. In applications that don't have the
report container, use the Table object.

1. Click Insert > Report Container (Objects > Insert > Report Container).

Start Insert Project ~ 9
T \ & O W m & E =3 d © @ %
Text Line Rectangle Ellipse Picture Barcode Formatte.. Form Co.. FormTe.. |ReportC... | Data Gra... Gauge HTML Text PDF OLE Cont.., -
2. Inthe workspace, hold down the left mouse button and pull the object to the required size.

3. Aselection dialog will appear for the chosen element type. Choose the Table element type.
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Choose Element Type n

Which element would you like to insert into the report container?

The report container can hold any number of elements. The following element types are available.

2 Table
Atable displays data in a list (e.g. address list). The selection of ‘free content’ as a data source
enables descriptive texts and captions.

< Crosstab

A crosstab collects data in two dimensions (e.g. turnover per region and quarter).

< Chart
A chart displays data graphically (e.g. pie chart, bar chart, map...).

< Gantt Chart
A Gantt chart shows the chronological progress of task data graphically.

Cancel

4. Now supply the data source in the following dialog. All available tables are shown
hierarchically; in other words, under the tables, you will find the relational tables in each

case.

=] Choose Source Table Path “

Please choose the source table here:

;- Free content ~
» - Categories

i Category Sales for 1995

ClimateData

.. Current Product List

» - Customers

> - Employees

i Invoices

. Order Details

i Order Details Extended

.. Order Subtotals

> Orders

i~ Pollen

- Product Sales for 1995

> [Products

i~ Products Above Average Price

> Project v

™

1

Select the Products table because it contains the fields that we want for our product list.
5. A selection wizard will appear with all the fields in the Products table. In addition,

underneath the Products table, you will also find the fields in the tables Categories and
Suppliers which have a 1:1.relationship with Products.
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(TH} Data Selection Wizard n

Line name:

As multiple lines of the same type can be used, you should choose an approprnate description to be able to distinguish the line better from
others.

Variables or fields that can be inserted: Columns:

Products.PreductName
Products.CategorylD@Categories,CategorylD: CategoryName
Products.UnitPrice

v

4 ) Products ~
) Categories (Products.CategorylD—Categories.C
> 4l Suppliers (Products.SupplierlD—Suppliers.5upp
[ CategorylD
.|| Discontinued

“..[# ProductiD

i Al ProductName

iJA] QuantityPerUnit

.[#) ReorderLevel

i-[# SupplierlD

@ UnitPrice

[#) UnitsInStock

i..[# UnitsOnOrder

%) User variables v
R4 >

|Please choose the fields to be printed in this line. Properties can be set afterwards,

] oK Cancel

In this dialog, now choose the columns for the table. Double-click a field, e.g.,
ProductName. The field will be added to the Columns area.

6. Repeat this step for all fields that are to be shown in the table; i.e., also the CategoryName
field from the linked table Categories and the UnitPrice field for the unit price. Confirm
your selection by clicking OK.

7. The table will now be displayed in the workspace.

e The selected fields are displayed in the data line, in other words, the data line contains
the data.

¢ In addition, a header line is automatically produced. Header lines are used mostly as

column titles, i.e., the selected field names are now shown here as text.

e If you pull the report container widthwise to make it wider or narrower while holding

down the CTRL key, the columns will be adjusted proportionally to fit.

e The width of the columns adjusts automatically. You can adjust the width of a column

manually by moving the separating line to the right or the left with the mouse.
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Note: This changes all table columns, whose separators are within +/-2 mm from the mouse
position. If you hold down the CTRL key, the action will only be carried out for the line on
which the mouse is positioned. If the Column width modification affects next column option is
enabled (File > Options > Workspace), you can alter the column width while making the next

column smaller.
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Start nsert Project Table ~ @
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41 sort Order e LS L t =l Cld 5iYe
Content I Filter BIUS i * A== == Delete Elzlsoc".\?v -“;;:-:' [P Eol'der % For\cmrd Sa'ck 3 position
3 0 1.0 20 30 4.0 5 6.0 7.0 8.0 90 10 1.0 i
byech] x TS < YOTERTHRTTIRS SPRPOY TAPPPP Pt CAUUTN  POUOE: THPPOT VPUPT (AP
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s [Pick 3
’: {T‘M‘J"E] 2| [adal vz v/B 7z u@m 44
= [Report Container] -Q-_; = = = * % B =
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[ 4o e : 1
4 - E 1
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Filter True [No Filter (All Data)] g
Sort Order 8=
4 | E
4 Default Frame = =
Layout 1 [Horiz, Priority] T—J L
b Left E
Top 5_:
Right E
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P Dot Pt Eoabmnnn v 23 “ “ °
Des«_‘;; =
[ Layout & Layout Preview | 123 e
6.800, 11.837 Select Report Container - 0.806in, 1.715in - 7.937in, 10.783in = 7.131in, 9.068in (Base) 100% = +
Format Table Fields
Only a few basic formatting options are explained here.
1. In the product category column title, the field name CategoryName is shown. Click the

respective field in order to change this text to Category. The formula wizard will now appear,
which you can use to change the contents of the field. Text must be enclosed in quotation
marks.
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™ Edit Table [ x |

Data and Functions | Condition | Text | Date Format | Number Format | Operators

¥ | Functions: B
I3) Variables w
{ED Fields = )
|#] Abs ({Number}) ~
‘3 AddDays ({Date},{Number})
[ AddHours ({Date},{Number})
) AddMinutes ({Date},{Number})
VE AddMonths ({Date),{Number})
EF“ AddSeconds ({Date},{Number})
) AddWeeks ({Date},{Number}) v
Insert
"Category” ..}
o
%
- )

0 Category
| |

—
2 -

oK Cancel

2. Inaddition, we want to format the unit price as currency and align the entire column to the
right. You will find both formatting options in the tab Table Tools > Table (mini-toolbar).
Click in the upper left corner to select the field containing the unit price.

3. Click the button % Format for the formatting dialog

4. A selection dialog will now appear in which you can select the formatting that you want for
the numeric field. To do this, choose the type on the left hand side i.e., Currency. In the right
pane, you can specify the currency formatting in detail. The settings for the relevant
application will be used in each case as standard. Alternatively, you can choose the system
setting or a user defined setting.
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Ly Format
No Format Decimal places: Applicati etti ]
& : ication settin
Number > il 9
Currency Decimal paint: Application setting v
Date
Time Thousands separator: Application setting v
Date and Time
Date-/Time Difference | Currency symbol $ i
Percentage - — =
Format for positive values: Application setting v
Angle
Format for negative values: Application setting v
Exponential format: No v
[[] No output if value is 0
[v] Always 0 before decimal point
[] Optimized decimal places
Preview

-$12,345.67

@ oK Cancel

5. Finally, select both fields (the header and the data line) to align them to the right. To do this,
hold down the CTRL key and select both fields by clicking in the upper left corner in each

ProductName Calegory
Chai Bewerages

Display a Preview of the Report

Until now, you have only seen the report in layout view as a structure with a record. To get an
impression of the result, you can display a preview of the report. Use the tabs in the bottom

margin of the workspace to change to the preview.

Note: Real data preview mode is not supported by all applications.

[ Layout ia Layout Preview

The report will now be displayed with the data from the Products table. You can also change the

number of products or data records in the Sample Application.

1. To do this, save the report with File > Save.

2. End the Designer with File > Close.
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3. Inthe Sample Application, choose Options > Settings, and increase the maximum number
of root records to 50.
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4.  Open the print template that you created again via Design > Extended Samples, and switch
to preview mode. Your report will look roughly like this:

K ez Designer - C\Program Files (x86)\combit\Sample Application\Report.srt CE]
KN - ~ @
"""" Fage: 1 S| A Zoom In i 3 Export N n
ARE Q = & | o Fina :
ey orons e ||| Ll (2§ e " W B
Move Select Page Quick [ Match Case Limit ~ Close Print
Page  Page e Area widtn & Presentation - print v <=1 E-mail Pages™  Preview
Objects x -
[ Project
i [Picture] y
A [Text] Products como:

i = [Report Container]

Objects
Properties
B 44
P

&lx

Project Description List & Label Project File

Active Design Layout

Number of Issues 1

Embed Drilldown Reports False [No]
Minimum Page Count 1

Design Scheme = Summer Day
Transition Effect for Slideshow M. i

General Settings

11.367, 11.754 Select -nothing selected- 100% S +

Add a Page Number
It's a good idea to add a page number in the lower area of the page. To do this, add a new text

object. You will be using functions (such as the page number function) as well as fixed text with
this object.

1. Choose Insert > Text (Objects > Insert > Text).

“ Start Insert Project »
= | == o o)
\ ] =) al L] A e = L A &)
Text Line Rectangle Ellipse Picture Barcode  Formatte. Form Co... Form Te. Data Gra.., Gauge HTML Text PDF OLE Cont

2. Inthe workspace, hold down the left mouse button and pull the object to the required size.

3. The formula wizard will now appear which you can use to define the contents of the text
object. The available functions are shown in the right pane. You can use an auto filter with
this list. Type page in the filter field. This will cause all functions containing the expression

page to be displayed.

e The Page$ () function returns the page number.
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The TotalPage$ () function returns the total number of pages.

Add the Page$ () function to the result area by double-clicking.

4.  If you now want to output a footer in the form of Page 1 of 2, you can enter the text of
directly in the usual way. Please consider that individual parts must be joined with a + and
that text must be enclosed in quotation marks.

5.

Now add the TotalPages$ () function by double-clicking to get the total number pages. The
formula will look like this:

[ Edit Text [ x |

Data and Functions | Condition Text | Date Format | Number Format | Operators

¥ Functions: B
» 452) Vanables page
> Al Project variables
[ Lastpage ()
[# Page ([{Number]])
Al PageS ([{Number]])
Al TotalPages$ ([{Mumber}])

Current page as string.

Insert
“Page " + Page$() + " of " + TotalPages$ () ) (m
Zx m
= |
< > 9
0 Page 1 of =0=
{ |
@ U= oK Cancel

6.  You can center this line in the report in the usual way:
Start Insert Project Text A 0
Y £ Assign to Layer ~ | | < 5 IQ' =& > § Upwa 1 |5 Alg
iﬁ 2! Border v A i _AiA% = j S $ oo i —_“ 7‘_] 3 Gro
Content )(Delett B I u 5 A A EE=E= Append Insert | >( Dete Fan,'vard Ba'ci ivosmon
7.

Switch to preview mode to view the result:

E © Resolver Inc. Confidential. Do not distribute. Page 226 of 354



Perspective User’s Guide Custom Reports

U Heg-~ Designer - C:\Program Files (x86)\combit\Sample Application\Report.srt o = n
EN - ~ @
Page: 1 | $4 Zoomin L2 [§ Export = S
2 = L 8 Find & B
Previous File £} Zoom Out = Fa >
Move Select | 1 Page Quick ] Match Case Limit Close Print
Page Page Area ¢ Width & Presentation *  print~ s=9E-mail Pages=  Preview
Objects X fad
[ Project
= [Picture] \
[=- it
v [Text] Products ombi
= [Report Container]

A [Text] Categary UniPrice
Severges $18.00
seversges $12.00
Conaments $18.00
Condiments $2200
conamens 2138
Conaments 2500
Produce 3000

Normwoocs Cranaemy Sauce Conaments 54000
MiEn| Kooe NKy MeavPoutry B|700
wa seama ®100

Report Structure Objects Layers Queso Caviaes Salry Producss 2100

Queso Mancnego La Pasora Sairy Producs 300
Komu Seatbor $E00
Properties x Tow Procice RI28
=y Genmen Snouyu Condments sis50
g [”‘ ® P Contectkns 0745
4 ~ ARce Mtion MeatPoulry $39.00
Camanvon Tigers Seatos %250

Locked False [Me] Teatine Crocoate Bisculs Contections 820

Name SrRogneys Mamaiaoe Confections $8100

4

(Contents)

4

Background 0 [Transparent]

Bottom Aligned False [No]

Export as Picture False [No]

4 Frame

Layout 0 [Circumferential]
4 Left
Distance 0 [0.000in]
Line False [No]
Tom ¢ Page 1ot
Design
v
] Layout  [iig] Layout Previe i8] Preview
9.301, 11.837 Select Text - 1.736in, 10.907 in - 6.924in, 11.403in = 5.188in, 0.496in (Base) 100% = &

General Procedures

Choose a Page Layout

The first task in a new project is to set up the page layout that you want. Click Project > Layout
Regions (Project > Page Layout) to specify properties such the choice of printer, paper size, and
orientation.

If multiple layout areas are defined, the active workspace can be selected via the Active Design
Layout project property.

Zoom

It is possible to zoom in on the workspace. Use Zoom In, Zoom Out, and 100% to adjust the view
in the workspace. Use the Zoom slider in the status bar to slide to the zoom percentage you
requires (50% - 500%).

Use Select Area to select the view area with the left mouse button. Click Start> Select Area
(objects toolbar > Select).
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Status Line

The status line is divided in three sections.
e The current mouse position from upper left.
e The active operation (e.g., selection).

e Name, position upper left, position lower right, width, height, and layer of the selected
object.

e Zoom slider for Workspace and Preview.

8.635, 14339 Select Text - 0.725in, L62%in - 3.520in, 2.709in = 2.795in, 1.080in {Base)

Ribbon

The Ribbon contains command buttons on different tabs. The commands are arranged according
to how often they are used. Frequently used commands are available prominently; less frequently
used commands are located on less prominently.

Note: Alternatively, you can work with a classic menu and toolbars. Select the type of display in the
project options (Project> Options> Workspace).

“ Start Insert Project 7]

Text Line Rectangle Ellipse Picture Barcode  Formatte Form Co. Form Te.., Data Gra, Gauge HTML Text PDF OLE Cont...

Some other commands are displayed only when you might need them, in response to an action.

Text Tools

If you insert a text object, the Text Tools and the tab Text are displayed. The tab contains the
commands you need for working with text objects. When you have finished the work on the text

object, the Text Tools are hidden.

“ Start  Inset  Project Text (2]
Y =F Ass| to L - . - 3
/«,:1] ign to Layer Arial «|l12pt * A" A E? E? = —J‘ e
o W | Border ~ = e
Content y A~ =|=|= = Append Insert Forward Back __
>( Delete BIUS A-A =~ 3 )( Delete v +  EEPosition

m © Resolver Inc. Confidential. Do not distribute. Page 228 of 354



Perspective User’s Guide Custom Reports

With the Text Tools you can append/insert a paragraph, move paragraphs upwards/downwards,
apply fonts, font sizes, text colors and formatting as well as arrange objects.

e To select a complete paragraph, click onto the bar on the left. Hold CTRL or SHIFT to select
multiple paragraphs or a complete range.

Table Tools

If you insert a table, the Table Tools and the tab Table are displayed. The tab contains the
commands you need for working with table objects. When you have finished the work on the text
object, the Table Tools are hidden.

“ Start Insert Project Table ~ @
Y & Assign to Layer v & W . 1 b1 % Format L
E— v 12pt ~ DEE
ﬂ §l o o il 128 TPASA >( & "o HE b M ren —J] 0
Content y A~ =|= = == Delete Insert Insert Insert Insert Border Forward Back _
T Filter BIUS A-AEEES Below~ Above~ Left~ Right> =~ & Move Right 2 v  EEPosition

With the Table Tools you can define a new ling, insert a new row, move selected rows/cells to the
left/right, borders, apply fonts, font sizes, text colors, and formatting, as well as arrange objects.

e To select a field, click in the top left corner of the field. Hold CTRL or SHIFT to select multiple
fields or a complete range.

Wieight Orderlic

2.7y igax

e To select a complete ling, click onto the bar on the left. Hold CTRL or SHIFT to select multiple
paragraphs or a complete range.

[ 3 orser Order dete Shipdate Wieight Orderiic

ivaezon nayaIms LISk gz
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e To select a complete column, hold ALT. Hold CTRL or SHIFT to select multiple columns or a
complete range.

Compeny lp

Afezsy mTzkats Clcr 3 57 3230% Bode

Drawing Tools

If you insert a drawing object, the Drawing Tools and the tab Design are displayed. The tab
contains the commands you need for working with drawing objects (e.g., Outline color,
Lineweight).

Start Insert Project Design

l j— *J *_—‘ '||I oup
Outline Lineweight f Forward Back .

Color~ . rolor~ Effe »  EE Position

Minimize the Ribbon
The ribbon can be minimized in order to save screen space.
e Right-click the ribbon, and then click Minimize the Ribbon.

e To quickly minimize the ribbon, double-click the name of the active tab. Double-click a tab
again to restore the ribbon.

e To minimize or restore the ribbon via Keyboard shortcut press CTRL+F1.

To use the ribbon while it is minimized, click the tab you want to use, and then click the option or

command you want to use.
File Menu

The File menu contains commands for saving, printing, exporting the project, and the project

options.
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b HeZE - Designer

“ Start Insert Project

X

Select

Quick Access Toolbar

The Quick Access Toolbar is a customizable toolbar that contains a set of commands that are
independent of the tab on the ribbon that is currently displayed. You can move the Quick Access
Toolbar from one of the two possible locations, and you can add buttons that represent
commands to the Quick Access Toolbar.

On the ribbon, click the appropriate tab or group to display the command that you want to add
to the Quick Access Toolbar. Right-click the command, and then click Add to Quick Access
Toolbar on the shortcut menu. In order to delete a command, right-click the command you want
to remove from the Quick Access Toolbar, and then click Remove from Quick Access Toolbar on
the shortcut menu.

Mini-toolbar

When you select a text object or a table object, a convenient toolbar in miniature format is
displayed, the mini-toolbar.

Note: The Mini toolbar is especially useful if you use the classic menu and toolbars instead of the
ribbon. You can select the type of display in the project options (Project> Options> Workspace).
When using the ribbon, the functions of the mini-toolbar will be displayed in the tabs Text Tools and
Table Tools.

e With the mini-toolbar you can add a text paragraph, define a new table line, insert a new
table row, apply fonts, font sizes, orientations, text colors and formatting as well as open the

object dialog.

e You can close the mini-toolbar by pressing ESC. With the project option Show mini-toolbar

(File > Options > Workspace) it can be suppressed permanently.
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Anal - - I U [F| M
== F X = | &
¥ Invoice
7212010

um ber: 47110815

Default Settings for Font and Frame

Click File > Options > Objects.

The Select button under Object font lets you choose the default font to be used for objects.
Under Color preferences, you can specify the border and the filling for objects.

New objects will be created according to these settings. However, you can change the settings
later individually for each object.

When you start a new project, it's a good idea to configure these settings using suitable values to
keep the effort required for making manual changes to a minimum. The settings only apply for
the current project.

The Default parameter in the respective object properties (Font/Frame/Background) is active as
standard for all objects. Therefore, if the default values are changed later, this will also affect all
objects whose font has not been changed manually.

Create a Professional Table

In this chapter, we will extend the previous examples to include more functions, output grouped
data, use appearance conditions and layers to allow multiple pages to be output and add more
elements to the report container.

Use Advanced Features with the Report Structure

You use the Report Container object to add a table. As the name says, a report container can hold

several objects.

Tables, charts, crosstabs and Gantt charts can be added in any order, even as sub-elements of

tables. This lets you define sub-reports with almost any relationships between tables.

However, only one report container is permitted and you cannot define any separate tables,

charts, crosstabs or Gantt charts.

m © Resolver Inc. Confidential. Do not distribute. Page 232 of 354



Perspective User’s Guide Custom Reports

You define new elements in the Report Structure tool window along with the hierarchical
structure that you want. All elements and respective sub-elements of a report structure are shown
here, with object type and data source [relation name, sort name], in the order in which they will
later be printed (sequence plan).

The currently selected item will be highlighted in the workspace. By using the checkboxes in the
tool window Report Structure, you can toggle the visibility of elements, sub elements and
branches.

Report Structure x
BB F X #

4 -l Report Container
a [W|E] Table: Customers [CustomerlD [+]]

Report Structure Objects Layers

All actions are available in a context menu. There are additional buttons in the top toolbar for the
frequently used actions.

To add a new element to the report container, select the Append an element or the Append a
sub-element button. Sub-elements are only possible with tables.

Only one element is displayed at any time in the workspace. This means that with the Report

Structure toolbar, you select the element that you want to be displayed in the workspace.
Practice: Define the Report Structure Correctly

Let's assume that you want to produce a list of all customers, showing the orders of the respective

customers and all order items.

You want the result to look roughly like this:

m © Resolver Inc. Confidential. Do not distribute. Page 233 of 354



Perspective User's Guide Custom Reports

Order Overview

Customer orders

Company Addrezs Cuest omierNo
Afrads Rutteriste Obarg 3r. 57, 12209 Barln BLFE
Order Order date Ship date Weight Orderla
5093013 (B.10301Z% I545 ig 10ss3
Pos ltem No Ojusant ity Product name Pricein €
1 ] 15 Risshs Sausrimat 45,80
2 =2 21 Chartreuse wrk 15,00
Totad 83,80
EM order Order date Ship date Weight OrderNo
02113012 2.11.3012 5102 ig assz
Pos ltemNo 0 santity Product name Price in €
1 a3 il Vaga-soraad 2320
Total 4330

Totad of orders
Company Address Cust omerNo
Ang Tulo Emparadadosy alados  Avds. de s Corstbucdn 2332 0502 1 Maaon DUF. AMETR
Order Order date Ship date Weight OrderNo
19.103011 25103011 15 kg 10308
Pos ltemNo O santity Product name Price in €
1 23 1 Eudh mndsdaisost 28,20
Z 0 s Outhack Loger 1200
Totad $0.80
E Order Order date Ship date Weight OrderNo
Q20920132 Kioez01z 4330 wg 10525
Po= ltem No 0 s=ntity Product name Price in €
1 < 3 Tatu 235
z iz ) Sngporsan Howoen Frsd Mas: 14.00
Totad TS

Total of orders

Totad of 2l cusio mers
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To achieve this, proceed as follows:

1. Click Insert > Report Container (Objects > Insert > Report Container).

“ Start | Inset  Project . A
T \ O O H m [ Hd © ¢ @

Text Line Rectangle Ellipse Picture Barcode Formatte.. Form Co.. FormTe.. |ReportC.. | Data Gra... Gauge HTML Text PDF OLE Cont... _

2]

2. Inthe workspace, hold down the left mouse button and pull the object to the required size.

3. Aselection dialog will appear for the chosen element type. Choose the Table element type.

Choose Element Type
Which element would you like to insert into the report container?

The report container can hold any number of elements. The following element types are available,

< Table

Atable displays data in a list (e.g. address list). The selection of 'free content’ as a data source
enables descriptive texts and captions.

< Crosstab

A crosstab collects data in two dimensions (e.g. turnover per region and quarter).

< Chart
A chart displays data graphically (e.g. pie chart, bar chart, map...).

< Gantt Chart
A Gantt chart shows the chronological progress of task data graphically,

Cancel

4. You specify the data source in the following dialog. All available tables are shown
hierarchically, in other words, under the tables, you will find the relational tables in each
case.
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Ly Choose Source Table Path ﬂ

Please choose the source table here:

Free content
4 - Customers (Base table)
4 - Orders [Customers20rders]
| Order Details [Orders20rder Details] |

s oK Cancel

For the list of invoices, you need the following structure: Customers > Orders >
Order_Details.

You have two alternative procedures at this point:

a. You select the Customers table to first create the top table. This corresponds to a top-
down procedure; meaning that you then add the Orders sub-table followed by the
Order details sub-table by means of the Report Structure tool window.

b. Oryou choose the structure that you want right from the start by selecting the lowest
table. This corresponds to a bottom-up procedure, meaning that you create all three

tables starting by designing the lowest table.

5. You will be using the second method in this example. Accordingly, you select the table

Customers > Orders > Order_Details.

6. A selection wizard will appear with all the fields in the Order_Details table.
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] Data Selection Wizard ﬂ

Line name:

As multiple lines of the same type can be used, you should choose an appropriate description to be able to distinguish the line better from
others,

Variables or fields that can be inserted: Columns:

Order_Details.ProductlD
. Order_Details.Quantity
4 i Fields ~ Order_Details.ProductiD@Products.ProductID:ProductName
) Customers Order_Details,UnitPrice
4-7) Order_Details
i |30 Orders (Order_Details.OrderlD+—Orders.OrderlD
» {50 Products (Order_Details.ProductiD—Products.P
[#) Discount
[#) OrderlD
[# ProductiD
[# Quantity
[#) UnitPrice
i b 2) Orders
L. 1f%) User variables
IZ) Sum variables

< >

|Please choose the fields to be printed in this line. Properties can be set afterwards.

() \ oK Cancel

In this dialog, now choose the columns for this sub-table. For example, double-click the
ProductID, Quantity, UnitPrice and ProductName fields from the Products table which has a
1:1 relationship. This will add the fields to the Columns area. You can change the order with

the arrow button.

7. All tables will now be displayed in the workspace, the currently selected item Order_Details

will be highlighted in the workspace.

e The selected fields are displayed in the data line, in other words, the data line contains
the data.

e In addition, a header line is automatically produced. Header lines are used mostly as

column titles, i.e., the selected field names are now shown here as text.

e The width of the columns adjusts automatically. You can adjust the width of a column

manually by moving the separating line to the right or the left with the mouse.

Note: This changes all table columns whose separators are within +/-2 mm from the mouse
position. If you hold down the CTRL key, the action will only be carried out for the line on
which the mouse is positioned. The Column width modification affects next column option lets

you alter the column width while making the next column smaller.
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8.  To define the columns of the Orders table, double-click the table in the Report Structure
tool window.

Modify Fields and Columns

There are two possibilities for adding additional columns to tables or for editing and formatting
them in detail.

Table Tools and Mini-toolbar
If you insert a table, the Table Tools and the tab Table are displayed. The tab contains the
commands you need for working with table objects. When you have finished the work on the text

object, the Table Tools are hidden.

Optionally, you can activate a mini-toolbar for the tabel-objects (File > Options > Workspace).

“ Start Insert Project Table 0
il =5 Assign to Layer ~ s v x & o .1 b1 % Format E
= Calibri v |12pt ~ o S =1 =]
i 3l " A A t "= dlB = O
Content A~ =|=|= = Delete Insert Insert Insert Insert Border Forward Back
T Fitter BIUS A-AEEFE=E Below~ Above~ Left~ Right~ ~ B Move Right > +  EEPosition

With the Table Tools you can define a new line, insert a new row, move selected rows/cells to the
left/right, borders, apply fonts, font sizes, text colors and formatting as well as arrange objects.

e To select a field, click in the top left corner of the field. Hold CTRL or SHIFT to select multiple
fields or a complete range.

e To select a complete line, click onto the bar on the left. Hold CTRL or SHIFT to select multiple

paragraphs or a complete range.

e To select a complete column, hold ALT. Hold CTRL or SHIFT to select multiple columns or a

complete range.
Object Dialog
Use the object dialog for more advanced functionalities. You open this dialog via the

corresponding button in the mini-toolbar or by double-clicking the element in the report

structure.
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Marker when at least one

Linetypes line definition exists Line or column properties
Ly able Contents - ltem ﬂ
. ¥  Header Line v Data Line ¥  Footer Line Group Header Group Fopter
Edit columns
and line definitons ——— L~ & X & 0 # B2 4 @
. (Contents) Sum(ltem.UnitPrice * ... A
a i) Total Options
Line definitions (A Total” i W Eackground Pattern/Block Color
[@ TSum(Item.UnltPnc! Item.Quantity, False) Pattern 1 -
o - Y\A LL.Scheme.Back... I
(A] “included 1% VAT ll“clr:‘
Column content — | [# Sum(item.UnitPrice * Item.Quantity * (1-1/1. ‘otervns
4 /) Subtotal o
Al " Picture File Name
(A *Sub total" Export as Picture Neo
[# Sumiitem.UnitPrice * Item.Quantity, True) Font
Format None
Rotation 0*
Text Format Normal Text
4 Action
Link LRI Y
< > Background
1 | |Background.
@ U= oK Cancel
Fade out dialog Edit dialog layout by mouse

There is a tab for each type of line where you can specify the different definitions and columns for
the respective line. The following types of line are available: header line, data line, footer line,
group header, group footer. A checkmark on the tab indicates that a line type has one or more
line definitions.

e Header lines are mostly used as titles for the columns of the table.

e Data lines contain the formatting for the actual table rows and the data that is to be shown
in the table.

e Footer lines are displayed at the very end of the table and can hold final information about
the data lines that are output above.

e Group header and footer lines are used to structure the data lines by means of Intermediate

headings and Intermediate footers.
All line types can be defined independently of one another.

e This means that the columns of a header line can have a different appearance as the data
lines or footers that follow.
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e You can also create different line layouts or line definitions for the individual line types. It is
then possible to activate the different line definitions with special appearance conditions as
required.

Variables-/Field-List, and Drag and Drop

The Variables-/Field-List (Project > Variables/Fields) shows all available variables and fields of the
current project. To add more columns to existing rows you can simply drag the desired fields
from the list onto the corresponding position with the mouse (drag and drop). The field can be
inserted to the left or right of the corresponding column, a symbol shows the insert position. The
column (standard width 30mm) will be inserted in the corresponding row. Please note that
columns could be created in the non-visible area.

Define Multiple Line Layouts

You can define different layouts for each type of line. Depending on the appearance conditions,
the appropriate layout is used in each case according to the situation. For example, you can
output two table lines for each data record in this way:

ItemNo Description Pricein €

EXPSADL Southern Africa Explorer: 20-day tour from Cape Town to Victoria 1500.00
Falls excluding flight

| through the Okavango Delta in dug-out

> Safart: Tr:
r '.m canoes, climb sand dunes in Namibla, vistt Etosha

e ‘ 4 National Park, Victoria Falls.
1 i!

EXPCHO1 Morthern & Southern Chile: 23-day tour from Santiago to Punta 3500.00
Arenas includ ing flight

Travel from the Atacama desert In Northem Chile, the
metropolts of Santlago, across the lakes
region to the Strait of Magelan and the huge To
Paine Natlonal Park. Patagonla: Caretera
[Southem Highway) with spectacular natural scenery,
visit the second largest |ake In South America, marble

Proceed as follows to create table lines in the object dialog.
1. First select the line type that you want to edit by clicking the relevant tab, e.g., Data Line.

2. Now choose Insert Table Line in the context menu. Alternatively, you can select an existing
Line definition and then click the New (Append line definition) button.

3. Inthe Choose a Table Line Definition dialog that follows, you have the option of:
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e using an already existing layout as a template for the new line definition (very useful if
the layout is similar).

e starting the data selection wizard (very useful if you want to create several columns in
one operation)

e orcreating an empty line definition so that you can then add the columns by means of
the object dialog.

1oy Choose a Table Line Definition n

The row you are trying to edit is empty. Please choose whether you want to use the
definition of another row or start the data selection wizard.

| 1 Single field or free content
7 Start data selection wizard
= Choose existing line definition
) Header Line
= Customer_Fields
< Customer_Data
) Footer Line
= Customer_Footer_Total
) Group Footer
= Customer_Footer_Total

@2 | QoK | Cancel

4. You have now created the new line. Edit the columns as described in Defining Column

Contents. Change the order of the line with the arrow button or with Drag & Drop.

5. You can then specify the appearance of the new line as a whole. Various properties are
available for this including:

e Appearance Condition with which you can specify when the line is to be printed. This is
useful if you define multiple line layouts that are to be printed depending on certain
values. The familiar dialog for defining logical expressions opens up here.

Example line 1. Subtotal not on last page
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Appearance condition: not Lastpage()

Example line 2: Grand total only on last page

Appearance condition: Grand total only on last page

e Name of the line e.g., data first line. This makes it easier to find the line in complex

layouts.

e Display in Designer: with this property, you can hide the lines in the workspace — this is
very useful if you have a lot of line definitions.

e Spacing (margins): here you define the top, bottom, right and left spacing of the line.
The top or bottom values cause a corresponding space between the individual table
rows. With the left and right spacing values, you can specify the margin in relation to the

table object, i.e,, you can indent lines or columns.

e The Default Font property sets the font for the entire table row. Newly inserted columns

appear initially in this font.

e Outline Level (index level) of the bookmark in preview mode or for PDF export.

(19 Table Contents - Item ﬂ
¥  Header Line v Data Line v Footer Line Group Header Group Footer
£ B F X &8 L TR ®
4
4 {*j Item data first line Name Item data first line
Zl ftem.No Show in Designer Show
i-|A] Item.Descriptionl ’
Ed ftem.UnitPrice > Default Font [Calibri, 10.0 pt]
41} ltem data second line
i A‘ n 4
La Hem Picture ne Cendition s\ways Show
i.{A] Item.Description2 " EK e .
: D . 4 Spacing [0.000, 0.000, 0.000, 0.118in]
-l Data graphic A
Left 0.000 in
Top 0.000 in
Right 0.000 in
Bottom 0.118in
b Table of Contents Level 0
Appearance Condition

Appearance condition. The iter will not be printed if this
condition evaluates to False.

)
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Define Column Contents

You can define as many columns as you want for each line. You must only make sure that these
columns can be displayed within the width defined for the table.

The individual columns are shown in the object dialog as a tree structure. The buttons let you edit,
delete, cut, copy, insert and move the selected columns. You can also move columns outside of
the line definitions by using Drag and Drop.

Proceed as follows to create new columns in the object dialog:

1. First select the line in which you want to insert a new column.

2. Now choose Append column in the context menu. (ALT+INS). Alternatively, you can select
an existing Column definition and then click the New (Append column) button or the small
downwards arrow next to this button to specify the type.

3. Each column has a certain type. Various properties are available for the column type
including: text, drawing, barcode, RTF text, chart, gauge, HTML text and OLE container. When
selecting a field, this data type will be set automatically.

4.  To define the contents, the familiar formula wizard will appear in which you can define the
column contents in the form of expressions. You will find more information about this under

Variables, Fields and Expressions.

5. Now define the column's properties. Each column in a line can be edited and formatted

separately. Select the column that you want in the tree structure in the object dialog.
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(5] Table Contents - Item n
¥  Header Line v Data Line Footer Line Group Header Group Footer
L ErHF X & B ¢ 4w ®
4 ~
4 ) ltem data first line Name
+-|A| ttem.No B
1Al Item.Da?:rithnW (Contents) ltem.No
[ ttem.UnitPrice Options
4 ) ltem data secend line P r—
; Ié' X Background Transparent
4 Item.Picture Export 25 Pict N
i-[A] Item.Description2 port as Ficture O_ .
H Font [Calibri, 12.0 pt]
i |l Data graphic
Format [0
Rotation 0*
Text Format Normal Text
rl
Link URL
4
Alignment Left
Annearance Condition Ahwavs Show v
Format

Sample variable 'ltem.No'.

This text can be defined by your application.

Output format,

-

Cancel

To select multiple columns, hold down the ALT or the SHIFT key. Various properties are

available including:

e Formatting e.g., as number or currency.
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Name of the column: this will help you to maintain an overview with complex
expressions. If you change the name directly in the tree structure, your change will also
be applied as content where appropriate.

You can specify when this column is to be printed with an appearance condition. This is
useful if you define multiple columns that are to be printed depending on certain values.
The familiar dialog for defining logical expressions opens up here.

Rotation of the content in increments of 90°.

Background, frame, font, vertical and horizontal alignment.

A fixed height for the field irrespective of the content.

The column width.
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Define Group Lines

Group lines are a special type of line. They are used to group together the data lines that are to
be printed.

You can use the Group by line property to specify how the data is to be grouped. This means that
the line is printed whenever the result of the expression changes from one data line to the next. If
you don't enter an expression, the line will not be printed and the property is highlighted in red in
the property window.

A group header is printed accordingly before the data line is output, e.g., Item group XYZ group
heading.

A group footer appears after the condition of the Group By property has changed, in other words,
after outputting the data line. Group footers are suitable e.g., for totals of data within a group.

In the report container you can also output a group sum in the group header with the Precalc()
function, e.g., Precalc(Sum(ltem.UnitPrice, <GroupBy-String>)).

Ly Table Contents - [tem ﬂ
v Header Line v Data Line v Footer Line ¥ Group Header ¥  Group Footer
£ B~ X ¥ & ¢ BE| 4 @
Fi ~
4 {3 Main group header Name Main group header
! {A] "Main group " + """ + Left§(item.No, 1) + " Show in Designer Show
4\ Sub group header P
[A] "Sub group " + ™" + Lefts(item.No, 3) + ™ Default Font [Calibri, 10.0 pt]
4
Appearance Condition Always Show
Break Before No
Group By LeftS(Item.No, 1) i
Group Sums
Index Level 0
Repeat As Header No
4 Spacing [0.000, 0.000, 0.000, 0.197 in]
Left 0.000 in
Top 0.000 in
Right 0.000 in
Rottnm 0.197 in A
Group By
‘Whenever the string defined by this expression changes, a group
change is triggered. If nothing is specified the group line is only
printed once.

L 0K . Cancel
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Example: Grouping by the first letter of the "ltem.No" field.
Itemno Barcode Description Price in €

Main group 'E

Sub group 'EXP'

EXPSADL Southem &frica Explorer: 20-daytour from Cape 150000
Town to Victona Falls excluding flight

EXPCHOL Northem & Southern Chile: 23-day tour from 350000
Santiago to Punta Arenas including flight

EXPMALDL Maldives dving trip: 14 days, southem Male Atoll, IROODD
Paradize Baach **** excluding flight

EXPHKDL Hong Kong and Bali: 2 weeks, including flights, 176000
accommodation, excursions

EXPYUCOL Yucatan, On the Trall of the Maya, 2-week round trip, 120000
excluding flight

EXPLONOL London, sightsesing tour with boat tnp on the 6000
Thames

6 hems In "EXP' = 9820 .00

Sub group ‘EXC'

EXCPARDL Paris, visit to the Lovwreincluding guided tour and 4000
admizsion

1 ltems In 'EXC' = 40.00

7 ltemsin E'= 9860.00

7 ltems In total 9860 .00

1. Create a new line definition on the Group header tab. Enter the following expression for the
content of the column:

Main group: ' + Left$ (Item.No,1)

The result of the expression Left$ (Item.No,1) is the first character of the Item.No variable.
Whenever the first letter of Item.No changes, the text Main group: and the first letter in

each case will be printed.

2. Enter Left$ (Item.No,1) as the condition for the Group By property.

With each new first letter, a corresponding intermediate header will be printed in the list.

3. Multiple line layouts are possible with group headers as well. In this way, you can produce
hierarchically structured intermediate headers. For example, you can define a line layout that
is produced, as in the above example, based on the first letter of the Item.No variable. In
addition, you define a second line layout that produces intermediate headers based on the
first three characters of Iltem.No.

4.  Create a new line grouping for the sub-group header in the same way. Enter Left$
(Item.No,3) as the condition for the Group By property.
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Enter the sub-group for the content of the column: ' + Left$ (Artikel.Nr,3): When the first 3
letters change, a corresponding intermediate header will be printed in the list.

Along with the properties of the normal lines, you also have the following at your disposal:

e Group sums: You can set sum variables to 0 here once they have been output in order to
produce group sums.

e Page break before outputting a group header or break after outputting a group footer.

e The option of always displaying the group header additionally at the start of the table if the
group has been separated by a page break.

Table Layouts
There are various properties and functions which you can use to influence the layout of a table.

Align Columns
There are various ways of simplifying the use of table objects.

e If you hold down the CTRL key when reducing the size of a table, all columns will be
automatically reduced in size by the same factor.

e The width of the columns adjusts automatically. You can adjust the width of a column
manually by moving the separating line to the right or the left with the mouse. This changes
all table columns, whose separators are within +/-2 mm from the mouse position. If you hold
down the CTRL key, the action will only be carried out for the line on which the mouse is
positioned. If the Column width modification affects next column option is enabled (File >
Options > Workspace), you can alter the column width while making the next column

smaller.

e If you move the first column separator to the right with the mouse, an empty column will be

created in all line definitions.

e Use the function TableWidth() to define the column widths relatively. It returns the width of
the table object. Example: With TableWidth()*30/100 the Column takes 30% of the width.

e You can hide Line Types (header, data, footer, group lines) in the workspace. To do this,

select the table object and use Visible Line Types in the context menu or the corresponding

menu item View> Visible Line Types.

m © Resolver Inc. Confidential. Do not distribute. Page 247 of 354



Perspective User’s Guide Custom Reports

e To align (sub) tables easier with one another, additional tick marks can be shown on the ruler
by means of an element property.

o 1.0 2.0 3.0 4.0 5 6.0 7.0 8.0 9.0 10

_||||||V|Y|r|||| IIIIIIIYIIIIIIIIIIIvIIIIIIIIIIIYII'IIIIVIIIIIIIIIYIIIIIIIII|IIIIIII|IIIII
< = This column tick position is defined in:

o - Order Details [Orders2Order Details], Header Line 1, Positions_Header
= = - Order Details [Orders2Order Details], Data Line 1, Positions_Data
- - Order Details [Orders2Order Details], Footer Line 1, Positions_Footer

= L

Fixed Size

The Fixed Size property lets you specify that the size of the table is not to be adjusted
automatically when fewer data lines are printed than the available space in the table object.

This property is useful to ensure that footers are always printed at the bottom of the page, e.g., if
the page number is output in the footer. If the property is disabled, the end of the table
automatically moves upwards (and the footer therefore also).

Print Header Lines and Footer Lines Again

If the print of a table is continued on the following page, the header lines of this table and the
outer table will be printed again. To suppress repeated printing of the header lines on the
following page, use the FirstHeaderThisTable() function as an appearance condition.

This functionality is also available for footer lines, here you use the LastFooterThisTable() function
as the appearance condition. This ensures that footer lines are only output on the last page of the

table in the event that the print is continued on the following page due to lack of space.
Define the Size of the Table Variably

You can define the height and width of the report containers variably to avoid data being

truncated when the page format is changed (e.g., from portrait to landscape).

To do this, select the report container in the Report Structure tool window and use the
LL.Device.Page variables and the UnitFromSCM() function to specify the height and width.

MPosition | [0.591, 2.086, 7.790, 10,762 in] |47
Left UnitFromSCM(15000) [0.591 in]
Top UnitFromSCM(52980) [2.086 in]
Width LL.Device.Page.5ize.cx - UnitFromSCM(27130) [7.199 in]
Height LL.Device.Page.Size.cy - UnitFromSCM(76600) [8.676in] v
Position

Position of the object.
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Force a New Page

With complex projects containing hierarchical tables, it is sometimes wise to create a page break
before outputting a line of the top table.

Alternatively, you may want to have a new page if, after outputting a data line of the top table,
there is not enough room for the following data lines of the sub-table.

You can handle both cases with the Pagebreak Condition property.
For example, in the case of a hierarchical table, in order to output each data line of the main table

on a new page, select the main table in the Report Structure tool window and set the Pagebreak
Condition property to True.

UHRHesF-! Designer - C\Program Files (x80)\combit\Sample Application\Sub reports and relations.srt -5
[ - S

e . _ . ailp=—a a 7o

i("lji j & PEQE ] | ; j]; ,gézmmm @ (4 Bport «| g Find (. D i ﬂ

N & Previous File — £, zoomow = Fax

Move Previous Next . Select | 100 Page Quick ] Maich Case Cancel Limit Close Frint

Page  Fage HLFile % Width [ FrEsentaten T print+ =l E-mail Pagesw  Preview
Nawgation Zoom Cutput Find Creation

Report Structure x -
Bty £ X sE

a3 Container Ordzr Overview rder Overvien

le: Customers [CustemedD [+]]
Table: Orders [Customer:20rders]
Table: Order Deteils [Orders2Order Deteils]

] Report Structure Objects | Layers \

Properties

4j e

4 Layout

> [ @] »

Appearance Condition Always Show
4 Column Count (Default)
Distance C.038in

Colurmn Break Condition  Me

Colurmn Break Before Me
Distance Before 0.000in
Exoandable Region No

o Index Level C

Pzgebreak Before No

0 Table of Contents Level o

4 Line Options

& Data Lines

& Footer Lines

0 Group Footer Linzs

 Group Header Lines v
Pagebreak Condition

Z| Pages
i Layout

2.743,11.244 Select Report Container "Report Container” - 0.531in, 2.086in - 7.791in, 10.764in = 7.200in, 8.678in (Basc) T0% @

General pagebresk condition. If ‘True' while printing & data ling, 3
pagebreak is triggered.

t Preview

¢
)

Create a Conditional Page Break

Let's assume that you want to create a continuous table. However, you want to avoid printing
data lines from the main table at the bottom of the table unless there is enough room for at least
3 data lines from the sub-table.

You do not want it to look like this:
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Product categories

You can avoid this by means of the RemainingTableSpace() function. This function returns a value

showing the available space. If you set the parameter to True, the value will be returned as 1/1000
mm.

If you want to specify that a new page should be started before outputting the data line of the

main table if the space remaining is less than 3 cm, enter the following formula for the Pagebreak
Condition property:
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RemainingTableSpace(True)<30000

Keep Lines Together

If the print of a table is continued on the following page due to lack of space, you can decide
whether the lines are to be separated or kept together if possible.

This option is useful for multi-line data lines or for invoice footer lines containing totals. You can
use this option with data lines, footer lines, group footers and group headers.

Output Free Content Before and After a Table

You can output free text before and after a table. To do this, use the RTF object and link the
object to the project as free text via the report container.

1. To add a new element to the report container, select the Append an element or the Append
a sub-element button in the Report Structure tool window.

2. Aselection dialog will appear for the chosen object type. Choose the Table object type.
3. Inthe following dialog, select Free content as the data source.

) Choose Source Table Path ﬂ

Please choose the source table here:

| Free content
- |tem

(2 oK Cancel
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4.  Then add a column via the properties dialog for the table object. In our case, we want to

create the covering letter as formatted text. Therefore, click the small arrow on the right of

the button and choose the Formatted Text option.

[r

Data Line

4 B o® X
Al Text
|l Picture

|1 Barcode

&
Ctrl+ T
Ctrl+D
Ctrl+B

[E FormatteqTea

Ctri+F

\'_«;':I Gauge
M HTMLText
= POF

#®  OLE Container

Table Contents - Free content ﬂ
] i ®
4

Name
Show in Designer Show
4
Default Font [Calibri, 10.0 pt]
4
Index Level 0
4 Spacing [0.000, 0.000, 0.000, 0.000in]
Left 0.000 in
Top 0.000 in
Right 0.000 in
Bottom 0.000 in
Table of Contents Level 0
Appearance Condition

Appearance condition. The item will not be printed if this
condition evaluates to False.

oK Cancel

5. Adialog appears where you can type in the covering letter in the form of continuous text.

You will find detailed instructions for working with formatted text in Chapter Practice: Create

a Mail Merge Project.

6. Please don't forget to remove the (column) frame for free content. The best way is to

remove the frame via the Default Frame property in the element properties.

7. You may also have to change the layer condition as the covering letter will now be output

on the first page.

8. If the General Terms and Conditions are also to be output at the end of the invoice, you

must add another free content object to the container after the item table. Then you have

several options:

a. Use the Formatted Text object here as well.

b. Use the PDF object and include the General Terms and Conditions in PDF format.

c.  Use the LoadFile$() function to load a linked file and enter the path of the file as the
parameter as follows LoadFile$ (ProjectPath$()+\gtc.txt).
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d. For theissue on a reverse side, see Reverse Side in Chapter Report Sections.

Anchored Lines (Overlapping Cells)

Let us assume that you want to output the contents of a column across two lines. You can achieve

this by anchoring two lines to each other by the line property Anchor to row (Index (1-based) of
the row; 0=no anchoring). So the beginning of the next line definition will be forced to the

beginning or the end of another line definition. Hence the cells can overlap.

Note: This function is not supported by all export formats.

¥  Header Line ¥  Dataline

4 |3 ltem data first line
-{A] ItemNo
- A\ wn
{Al Item.Description1
4.2 Item Picture
Al =
& Item Picture
43 Item data second line
A "
Al Item.Description2

e

Table Contents - Item

Table of Contents Level

‘Anchor to Row

Footer Line Group Header Group Footer
B 5 o @
4
Name Item Picture
Show in Designer Show
4
Default Font [calibri, 10.0 pt]
'
Anchor Top
Appearance Condition Always Show
Index Level 0
Spacing [0.000, 0.000, 0.000, 0.200 in]

0

The starting position of the row will be anchored with the
starting or end position of the selected row.

oK Cancel

Let's assume that you want to create two lines next to an image column:

1. Define in the first line with 3 columns: Item.No (column width 1), empty content, a space

(column width 1), Item.Description (column width 3).

2.  Define in the second line with 2 columns: empty content, Item.Picture (both column width 1).

in the line properties set Anchor to Row to 1 to anchor this line with the first line definition.
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3. Define the third line also with 2 columns: empty content (column width 2), Item.Description2
(column width 3).

4. Thus, the second line is printed in the same starting position as the first line and the cells
may overlap:

ItemNo Description
EXPSAO1 "‘ SO'WW  Southern Africa Explorer: 20-day tour from Cape Town
e "

g Q; to Victoria Falls excluding flight
Safari: Travel through the Okavango Delta in dug-out canoes, climb

sand dunes in Namibia, vist Etosha National Park, Victora Falls.

EXPCHO1 Northern & Southern Chile: 23-day tour from Santiago

to Punta Arenas including flight

Travel from the Atacama desert in Northern Chile, the metropols of
Sant ago, acrossthe lakes and volcanoes region to the Strait of
Magellan and the huge Torres del Paine National Park. Patagonia:

Expandable Region

When you activate the property Expandable Region, the sub-elements of an element are not
printed into the preview at first during printing, and a drop-down symbol will be displayed on the
line itself. Clicking on the symbol expands the region for the corresponding line, providing a drill-
down option without having to leave the current preview, and without having to design a
separate project.
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TV = Designer - C\Program Files (x86)\combit\Sample Application\Sub reports and relations.srt - o n
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- D Pre F £ Zoom Out & Fa - -
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Page Page (g NextFile Width & Presentation = print~ == E-mail o Pages~  Preview
ti it r
Report Structure A
W X X6

4.3 Report Container
4 (7T Table: Customers [CustomerD [+]]
4 [¥)E) Table: Orders [Customers20rders]
[¥] Table: Order Details [Orders2Order Details]

Order Overview

Cumamer an

Report Structure, ~ Objects Layers
Properties
B 4 s
= Top
Right
i Bottom
Design Scheme Project Design Scheme
4 Layout
Appearance Condition Always Show
Distance Before 0.000in
[Epandabic hegion |8 v
I> Index Level 0
Pagebreak Before No
Pagebreak Condition RemainingTables... [False]
Table of Contents Level 0
4 Line Options
Data Lines

1> Foeter Lines
Group Footer Lines
> Group Header Lines

Expandable Region
The sub elements of the element are initizlly not visible in the il Pages |% Directon v
preview, however they can be expanded interactively, = n
5 Layout I Layout Previe
4,693, 11.843 Select Report Container "Report Container” - 0.591in, 2.086in - 7.791in, 10.764in = 7.200in, 8.678 in (Base) 100% = +

Creating Charts

This object is used to evaluate and display data graphically in diagrams. This gives you an
overview of your data and lets you recognize anomalies immediately.

For example, you can analyze sales trends, illustrate percentage shares and show data in multiple
dimensions. You have a wide range of different types of diagrams at your disposal:

e Circle/Donut chart

e Bar/Ribbon chart (also displayed as cylinders, pyramids, cones, octahedrons)

= Simple (e.g., sales per customer)

= Multi-row (e.g., sales to various customers over the years, scaled by customer)
= Clustered (e.g., sales to various customers over the years, grouped by year)
= Stacked (e.g., percentage of sales to various customers stacked over the years)

100% stacked (e.g., respective sales percentages for various customers over the years)
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e Line/Symbol: Simple, Multi-row, Stacked, 100% stacked

e Area: Simple, Stacked, 100% Stacked

e Bubbles/Dots: Distributed, Sorted (Displayed as circle, drop or picture file)

e Funnel/Pipeline

Map/Shapefile
Insert a Chart Object
There are various ways of outputting chart objects:

1. Achart as an element in the report container. Add the object via the Report Structure tool
window. If you have not yet added a report container to the workspace, select Insert >
Report Container (Objects > Insert > Report Container) and pull the object to the right size
in the workspace while holding down the left mouse button. A selection dialog will appear
for the chosen element type. Choose the Chart element type.

2. You can output charts and gauges in a table cell. To do this, select the relevant entry by
means of the context menu in the object dialog for the table. If you want to output the
aggregated data, a good way of doing this is to use a footer line.

Iy Table Contents - Order Subtotals n
¥ Header Line v Data Line Footer Line Group Header Group Footer
OB SF X 4 E T 4o @
Al Text Ctrl+T 4
. Name
| Picture SLHE Show in Designer Show
NIl Barcode Ctrl+B 4
3 Formatted Text Ctrl+F Default Font [Calibri, 10.0 pt]
{5 Chart N 4
g i

Jl Data Graphic Appearance Condition Always Show
iy Index Level 0
Y] Gauge 4 Spacing [0.000, 0.000, 0.000, 0.000 in]
@ HTMLText Left 0.000 in
X POF Top 0.000 in
#% OLE Container Right 0.000in

Bottom 0.000 in

Table of Contents Level 0
Table of Contents Level
Sets the level of the table of contents (0=not in table of contents).
@ U= OK Cancel
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3. In the following dialog, now select the data source. All available tables are shown
hierarchically, in other words, under the tables you will find the relational tables in each case.
To evaluate sales per country, for example, choose the Customers > Orders > Order Details
table in the Sample Application so that you have all three tables at your disposal. The
Customers table contains the country, the Orders table the order date and the Order_Details
table the sales.

4.  The chart object dialog is displayed. In the drop down lists in the top left you can select the
base type and the corresponding sub type.

5. The axes are defined in the tabs (Category Axis, Series Axis, Value Axis, Data Source,
Segment, Funnel Segment, Shapefile Selection). You can click directly into the live preview
(e.g., onto the title or axis label) to quickly jump to the corresponding property.

() Chart Properties n

e -
ﬁ Bar/Ribbon ‘ Circle

E Line/Symbel €D Donut 3D)
EAreas L Donut

*+7* Bubbles/Dots

B

Funnel

0 Map/Shapefile

Data Scurce | Pie Segment | Diagram | Diagram Area Colors

B i
4 Data ~
Customers.CompanyName
Minimum Share 5%
Sort Coordinates Yes
Number of Records for Design 5
Filter No Filter (All Data)
4 Labels
> Axis Label “Customer”
¢ Coordinate Label Cond(Len(LL.ChartObject.AxisCoordinate) > 25, Le... ¥
Coordinate Value

This formula determines the coordinate value of the data.
[

6.  On the Diagram tab, select the general diagram options (e.g., perspective, color mode).

7. On the Object tab, select the general layout options for the entire chart object (e.g., Title,
Background).
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8.  On the Colors tab, you can specify the colors for the display:
e Design Scheme: Specifies the colors and color sequences for the data rows that are not
specified by the Fixed Colors. You can select a predefined color set from the drop down

list. These colors can still be adjusted in the properties.

e Fixed Colors: You can assign fixed colors to particular axis values. If you click the New
button, you can create a new assignment e.g., Customers.Country = Germany.

Pie, Donut, or Circle Chart

Let's assume that you want to evaluate the sales per country. The pie chart is the right choice for
this. It lets you read off the percentages immediately. Proceed as follows in the Sample
Application:

1. As the data source, select the Customers > Orders > Order_Details table.

2. For the diagram type, click Circle/Donut > Pie.

3. You should first specify the coordinate values for the data source, i.e., the values that define
the individual segments, e.g,. Customers.Country.

Data Source | Pie Segment | Diagram | Diagram Area | Colors

4 ~
T C:storers Courty @
Minimum Share 5%

Sort Coordinates Yes
Number of Records for Design 5
Filter Mo Filter (All Data)

4
Axis Label “Country”

Coordinate Label Cond(Len(LL.ChartObject.AxisCoordinate) > 25, Le... ¥

Coordinate Value
This formula determines the coordinate value of the data.

4. Switch to the Segment tab to specify the coordinate values for size of the segment, i.e., the

sales. Double-click the Coordinate Value property.

Now select the aggregate function that you want for the contents in the Coordinate Value

dialog that follows. You want to create a sales evaluation so choose the Sum function.
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Ly Coordinate Value ﬂ
Content:

Order_Details,Quantity * Order_Details.UnitPrice

Aggregate function for the contents:

<no simile aiireiate function>

Arithmetic Average
Geometric Average
Median

Mede

Highest Value (Maximum)
Lowest Value (Minimum)
Variance

Standard Deviation

Count

MNumber of Distinct Values

Result:

6‘ Sum(Order_Details,Quantity * Order_Details.UnitPrice)

5. In the upper part of the dialog, you can specify the contents by clicking the formula button
to start the formula wizard. In the Sample Application, the sales per order value is not

supplied directly as a field so you must calculate it using the Order_Details.Quantity *
Order_Details.UnitPrice formula.

6. The Label on Object property is already set to Yes so that a label with the percentage value

is shown on the segments. Define the value as percent without decimal places by means of
the Format property.

Data Source | Pie Segment | Diagram | Diagram Area | Colors

1N
4 Data |
Coordinate Value Sum(Order_Details.Quantity * Order_Details.UnitPrice)
4 Appearance
Cond(LL.ChartObject.Arcindex=1,20,10) Wa
4 Label on Object Yes
> Font [Calibri, 10.0 pt]
Format None
Ceontent Percentage (With 1 Decimal Place)
> Filling Transparent
Width 75%
Explosion Offset
Describes the explosion distance of the pie segment (in percent of the pie radius) respectively the funnel section.
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7. The Explosion Offset property lets you specify a distance to the center for the segment. With
the Arcindex chart field, which numbers the segments according to their size, you can even
display the largest segment with a greater offset. Example:

Cond (LL.ChartObject.Arcindex=1,20,10)

8.  On the Diagram tab, select the general diagram options. Various properties are available
including:

e The degree of perspective, e.g., strong.
e The color mode, e.g., single color

9.  On the Diagram Area tab, select the general layout options for the entire chart object.
Various properties are available for this including:

o Title
e Background including filling, border and shadow, e.g., border = transparent

10.  On the Colors tab, you can specify the colors for the display:

e Design Scheme: Specifies the colors and color sequences for the data rows that are not
specified by the Fixed Colors. You can select a predefined color set from the drop down
list. These colors can still be adjusted in the properties.

e Fixed Colors: You can assign fixed colors to particular axis values. If you click the New
button, you can create a new assignment e.g., Customers.Country = Germany.

11.  The pie chart now looks like this:

Total sales percentage of country

Country

_— Austria

B Sweden

M France

W Gemany

m UK

W Canada
Other
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Multi-Row Bar Chart

Let's assume that you want to evaluate the sales for various countries over the years, scaled by
country. A multi row bar chart is perfect for this. You get a diagram in which you can see the
turnover achieved in the respective country for each quarter. Proceed as follows in the Sample
Application:

1. As the data source, select the Customers > Orders > Order_Details table.

2. Choose Bar/Ribbon > Multi-Row (3D) as the diagram type.

3. First specify the coordinate value for the category axis, i.e., the value of the x-axis. Select the
Customers.Country field via the formula wizard.

Category Axis (x) | Series Axis (y) | Value Axis (z) Diagram | Diagram Area | Colers

B 8 ®
foata s

Coordinate Value Customers.Country

Sort Coordinates Yes

Number of Records for Design 5

Filter Mo Filter (All Data)

Round Start and End Values Yes
Fl

» Axis Label "Customer”

Coordinate Label Cond(Len(LL.ChartObject.AxisCoordinate) > 25, Le... ¥

Data

4.  Now specify the coordinate value for the series axis, i.e., the value of the y-axis. In the
Sample Application, the order year is not supplied directly as a field so you must calculate it
using the Year$(Orders.OrderDate) formula.

If you want to evaluate the data by year, simply enter Year$(Orders.OrderDate) as the
coordinate value. Type Year as the text for the Axis Label.
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Category Axis (x) | Series Axis (y) | Value Axis (z) | Diagram | Diagram Area | Colors

Use formula to determine the values v
8 _
o el
Coordinate Value Year$(Orders.OrderDate)
Sort Coordinates Yes
Number of Records for Design 5
Filter Mo Filter (All Data)
Round Start and End Values Yes
4 Labels
PN PN R T | LT B o
Data

5. Now specify the coordinate values for the value axis (z-axis), i.e., the height of the bars
representing the turnover. Double-click the Coordinate Value property.
Now select the aggregate function that you want for the contents in the Coordinate Value
dialog that follows. You want to create a sales evaluation so choose the Sum function.

6. Inthe upper part of the dialog, you can specify the contents by clicking the formula button
to invoke the formula wizard. In the Sample Application, the sales per order value is not
supplied directly as a field so you must calculate it using the Order_Details.Quantity *
Order_Details.UnitPrice formula.

Category Axis (x) | Series Axis (y) | Value Axis (z) | Diagram | Diagram Area Colors

Primary Axis ‘Use Diagram > Secondary Axis to enable. l
@
Yy
Coordinate Value Sum(Order_Details.Quantity * Order_Details.UnitPrice) Ja
Auxis Scale 0 [Mene (Linear)]
4 Maximum Value Automatic True [Yes]
Threshold 1.0
4 Minimum Value Automatic True [Yes]
Threshold 0

Coordinate Value
This formula determines the coordinate value of the data.

7. Various other properties are available on this tab including the following layout options:

e Maximum Value Automatic: You can limit the height of the displayed area, e.g., to cater
for anomalies.

e Presentation: The data can be presented in various ways: cylinders, bars, pyramids,
ribbons, octahedrons, cones

e Thickness of the bars
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e Zebra mode for the background

8.  On the Diagram tab, select the general diagram options. Various properties are available
including:

e The Projection, e.g,, flat.
e Color Mode: Specifies which axis determines the color, e.g., the y-axis values.

: Category Axis (x) | Series Axis (y) I Value Auws (z) I Diagram ‘ Diagram Area :|C0|0l5‘

4
Axis Color RGB(204, 204, 204) A
1> Background Color Transparent
Color Meode Y Axis Values
Iluminated No
Isotropic No
Perspective None
Projection flat v
X Axis Rotation Angle 20
| Z Axis Rotation Angle 13 v
Projection
Projection

9.  On the Diagram Area tab, select the general layout options for the entire diagram. Various
properties are available for this including:

o Title
e Background including filling, border and shadow, e.g., border = transparent

10. The multi-row bar chart now looks like this:

Sales per country and year

20
20000 £

1780
E:I_1-.lZ.l:I:I$ —— Country
%1250 Argertia
gmms H Camards
— Il Framce
Ta002 W 'Semmany
20005 u M:‘u_i:c
m San
23002 Sy,
B m
Vear 2012 -
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100% Stacked Bar Chart

The pie chart in the first example gave you an overview of the percentages for the entire
evaluation period. But in order to be able to recognize trends, it would be good to see how the
percentages have changed during the course of the evaluation period. The 100% stacked bar
chart can be used for precisely these types of applications. The respective percentage of the
length of the bars relates directly to the turnover percentage of the respective country.
Proceed as follows in the Sample Application:

1.  As the data source, select the Customers > Orders > Order_Details table.

2. Choose Bar/Ribbon > 100% stacked as the diagram type.

3. First specify the coordinate values for the category axis, i.e., the values of the x-axis. Select
the Customers.Country field via the formula wizard.

4. Now specify the coordinate values for the series axis, i.e., the values of the y-axis. In the
Sample Application, the order year is not supplied directly as a field so you must calculate it

using the Year$(Orders.OrderDate) formula.

5. Specify the coordinate values for the value axis (z-axis), i.e., calculate the turnover with
Sum(Order_Details.Quantity * Order_Details.UnitPrice).

6.  On the Diagram tab, choose Left to Right for the Alignment to create a horizontal diagram.

7. The multi-row bar chart now looks like this:

Sales per country and year

Turnover
08 LR 20%  30% A0 SO B0 TO%  BOR  S0%:  100%

Arzentina
Cnada
France Year
2012
EGgrmany B 2013
=
= . W 2014
& Mexico

Spain
Swae den

Uk
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Multi-Row Line Chart

A line diagram offers an alternative to a multi-row bar chart. You can read off the values faster
here.

Sales development of categories by quarter

£4,500
£4 000
£3,500
£3,000 Beverages
£2,500 Condim,ents
H Confections
£2 000 M Dairy Products
£1,500 W Grzins/Cereals
H Meat/Poultry

=l | ‘\ xf)’ Produce

eso0 X AN M“( sesfoed

E:I L‘_— y "“"h‘ Y / - "

4/2012 1/2013 2/2013 3/2013 4/2013 1,2014 2/2014

Proceed as follows in the Sample Application:
1. As the data source, select the Customers > Orders > Order_Details table.
2. Choose Line/Symbol > Multi-Row as the diagram type.

3. First specify the coordinate value for the category axis. Select the Orders.OrderDate field via

the formula wizard.

4.  Select the property Coordinate Label > Format and select %q/%y in the Date-section (user-
defined).

5. Now specify the coordinate value for the series axis. Select the CategoryName field via the

formula wizard.

6.  Specify the coordinate values for the value axis and calculate the turnover with the

Sum(Order_Details.Quantity * Order_Details.UnitPrice) formula.
Stacked Area Chart

The stacked area chart is available as an alternative to the multi row line chart. This chart allows

you to compare statistical relationships more swiftly as the areas between the lines are colored in.
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Sales per category
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Proceed as follows in the Sample Application:
1. Select the Customers > Orders > Order Details table as the data source.
2. Select Area > Stacked as the chart type

3. First specify the coordinate value for the category axis. Select the CategoryName field via the

formula wizard.

4.  Specify the coordinate values for the series axis. In the Sample Application, the order year is
not supplied directly as a field, so you must calculate it using the Year$(Orders.OrderDate)
formula.

5.  Specify the coordinate values for the value axis (z-axis), i.e., calculate the turnover with the
Sum(Order_Details.Quantity * Order_Details.UnitPrice) formula.

Distributed Bubble Chart

Bubble charts allow for a four-dimensional representation of statistics in that, along with the

position on the y and x axes, the color and the size can be defined by statistical information.
Diverse options are available regarding how you would like the bubbles to be displayed.
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Sales per year and country
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Proceed as follows in the Sample Application:

1.  Select the Customers > Orders > Order Details table as the data source.
2. Select Bubbles/Dots > Distributed as the chart type

3. First specify the coordinate value for the category axis. Select the Customers.Country field

via the formula wizard.

4.  Specify the coordinate values for the series axis. In the Sample Application, the order year is
not supplied directly as a field so you must calculate it using the Year$(Orders.OrderDate
formula.

5. Specify the coordinate value for the value axis and the value for the Bubble Size and
calculate for both the turnover with the Sum(Order_Details.Quantity *
Order_Details.UnitPrice) formula.

6.  Under this tab you will also find the options for how you would like the bubbles to appear.

Funnel

With a funnel or a pipeline, you can e.g., display your sales processes in the various phases. There

are a variety of options for the way the data is presented.
To do so, proceed as follows:

1. Select the appropriate data source.
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2. As the diagram type, select Funnel > Vertical Funnel.

3.  First of all, define the coordinate value of the data source, i.e., the value that will define the
individual funnel segments (the sales phase).

4. Switch to the tab Funnel Segment to define the coordinate value for the size of the funnel
segment (number of sales opportunities). Double-click on the Coordinate Value property.
Now, in the subsequent dialog Coordinate Value, select the desired aggregating function
Count for the content.

5. For the labeling of the funnel segments with percentage values, the option Label on Object
has already been set to Yes. Then, via the property Format, define the value as Percentage
(Without Decimal Places) or as Absolute Value.

6.  You can enter an offset for the funnel values via the property Explosion Offset.

7. In the Chart tab, select the general diagram options. The following properties are available
(among others):

e Relative Width of Funnel End/Start.
e Color Mode, e.g.,, monochrome

8. In the Chart tab, select the general layout options of the entire object. The following

properties are available (among others):

e Title

e Background incl. filling, border and shadow, e.g., border = transparent

9. In the Colors tab, you can configure the color options.
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Stages of all open offers
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| III| |

Map/Shapefile

Stage
1 Initial contact
W 2 Interest present
B 3 evaluation desired
B 4 Bwluation
W 5 Evaluation ok
B & Decision
7 werba agresment
B EWritten order

Shapefiles enable a diverse range of visualization options via a standardized vector description
format. Via corresponding templates, a wide range of maps, seating charts or floor plans can be
generated. The Shapefile determines the shape, and an associated attribute database enables the
shapes to be referenced to the properties (e.g., country names).

Tip: The availability of this chart depends on the application.

Example: A visualization of the temperature distribution of the earth is to be
generated.
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Mean temperature
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To do so, proceed as follows:
1.  Select the table ClimateData as the data source.

2. As the diagram type, select Map/Shapefile. At this point, a selection dialog appears for the
Shapefile templates provided with the software. Select World With Seas and Lakes.

Template Selection for Shapefile Chart

Which template shall be used as default?

The chart can display any Shapefile. For a quick start, select a template here. Afterwards, define an
assignment between the data and the Shapefile attributes on the 'Assignment’ tab and set colors and
legend properties on the ‘Colors’ tab.

2 World With Seas and Lakes
World (scale 1:100.000.000) with country borders.

2 Europe With Seas and Lakes
Europe (scale 1:50.000.000) with country borders.

2 North America With Seas and Lakes
North America (scale 1:30.000.000) with country borders.

2 Asia With Seas and Lakes
Asia (scale 1:50.000.000) with country berders.

< South America With Seas and Lakes
South America (scale 1:30.000.000) with country borders,

2 Oceania With Seas and Lakes
Oceania (scale 1:50.000.000) with country borders.

2 No Template

Free configuration, e.g. for particular states/countries or custom data.

3. You will now see the preconfigured data Shapefile in the tab Shapefile Selection. In addition
to the data itself, you can also select foreground and background Shapefiles in order to e.g.,
display the oceans in the background and the rivers and lakes in the foreground.
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(T} Chart Properties

’ Circle/Donut L "] Map/Shapefile |§j|
E Bar/Ribbon

72T Line/Symbol :
- V. o,
F  Areas - 4_
_ =< * Bubbles/Dots ' e "l - );j - A
r X
Funnel ‘r/ _,/"‘ r : *
i ~

-
0 Map/Shapefile

Shapefile Selection | Assignment | Value | Diagram Area |Colnrs|

4 Data
4 Chart Definition N
0 i couni
Projection Mercator (Cylindnical)
Background Shapefiles 2 Shapefiles: ne_110m_ocean, ne_110m_admin_0_countries

Foreground Shapefiles 1 Shapefile: ne_110m_lakes

Chart Definition.Data Shapefile
This Shapefile will be used for the data (coloring etc.).

@ % [ oK | Cancel

4.  Click on the Assignment tab in order to link the data with the shapes.

Shapefile Selection | Assignment | Value | Diagram Area | Cnlurs‘
Al 41

4 Data

Coordinate Value ChimateData.ISO_CODES

Filter Mo Filter (All Data)

Shape Assignment LL.ChartObject.Shape.Attribute.iso_a3
4 Labels
[ Axis Label

Legend
Placement of the axis' legend.

Link the coordinate value ISO_CODES from the data with the attribute iso_a3 from the
Shapefile. By doing this, the data that is related to e.g., USA is linked to the outline of USA;
the temperature from United States of America is linked to United States of America, and so

on.
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5. Go to the tab Value and select the mean temperature as the Value, i.e., the field

ClimateData.Tmean.

6. Go to the tab Colors to define the legend. As the first entry, define the color via the function
HeatmapColor(LL.ChartObject.AxisCoordinate,-20,40) and set the condition to True. The
value will then be used for the actual color fill, and you will obtain a continuous fill color.

7.  For the other discrete legend values, enter the corresponding functions, e.g.,

HeatmapColor(5,-20,40) with the legend text 5° and set their condition to False. This means

that the value will only be used for the legend.

Shapefile Selection | Assignment | Value | Diagram Area | Colors

Shape Legend
X o# E *+
Condition Legend Text Color
True HeatmapColor (LL.ChartObject.AxisCoordinate,-20,40)
False "o HeatmapColor (0,-20,40)
False "5 HeatmapColor (5,-20,40)
False "10%" HeatmapCeler (10,-20,40)
False "15" HeatmapColor (15,-20,40)
False "20"" HeatmapColor (20,-20,40)
False "25" HeatmapColor (25,-20,40)
False "30%" HeatmapCelor (30,-20,40)
False 35" HeatmapColor (35,-20,40)

Use Series to Determine the Values

Define the legend of the chart here by making a fix assignment of axis
values to color and text. 'LL.ChartObject.AxisCoordinate’ is the result value
of the current shape.

Condition:

False ya
Legend text:

n3gen va
Color:

HeatmapColor (35,-20,40) Va

With three-axis diagrams, you can also determine the values of the series axis (y-axis) by means of

rows. This means that you define the different rows (e.g., measured value/target value/actual

value) with a single data record and can show them parallel e.g., in a bar chart.

As an example, we will create a diagram which shows the currency percentages of the 3 economic
areas. Data for APAC, EMEA and NAFTA is supplied as rows.
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Percentage of the economy regions per year in percent
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Proceed as follows in the Sample Application:

1. Select the Sales table as the data source.

2. Choose Bar/Ribbon > 100% stacked as the diagram type.

3. First specify the coordinate values for the category axis, i.e,, the values of the x-axis. Select
the Sales.Year field with the formula wizard. Remove the 2 decimal places using the

Str$(Sales.Year,0,0) formula.

4. Now specify the coordinate values for the series axis, i.e., the values of the y-axis. Select the

Use rows as data source entry from the drop-down list above the properties.
Category Axis (x) | Series Axis (y) H Value Axis (z) | Diagram | Diagram Area ‘|Colors|

Use series to determine the values

E &) t+1

4 Data ~
Minimum Share 0%
Round Start and End Values Yes
T #/C.EMEANAFTA B

4 Labels

I Auis Label "Ecomony region”
4 Coordinate Label Coordinate Value .
Seﬁénn e Fraiiaz 47 aan

Sets the properties for the different data series.

This option changes the properties of the series axis and displays a dialog for defining the
rows when you click the Row Definitions property. Create the individual rows choosing
Sales.APAC, Sales.EMEA or Sales.NAFTA in each case as the coordinate value.
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=) Series Definitions ﬂ
Series: B X § (B 4l (@)
<=

EMEA Name APAC
NAFTA 4 Dat
Coordinate Value Sales.APAC
4 Calculation Type normal

Number of Values

4 Appearance

Color LL.Scheme.ColorD Ii
i Label on Object No
Presentation Cylinder
Width 60%
4 Labels
Coordinate Label “APAC"
4la
Axis Assignment Primary Axis
Design

.Move the series into the desired order by using the buttons or drag & drop.
Mixing Chart Types
You can mix bar charts with line charts. In addition to the ability to display another data series as
a line at the same time as the bar chart, you may also make use of the calculation options such as

moving averages and aggregation options. This will allow you to see total turnover, trends in the
data, or outliers (both upwards and downwards) at a glance.

Example: Combining a straight line mean with a bar chart (turnover for each country)

1.  Select the table Customers > Orders > Order Details as the data source.
2. As the diagram type, select Bar/Ribbon > Clustered

3. First, define the coordinate value of the category axis. Use the formula assistant to select the
field Customers.Country.

Now define the coordinate value of the series axis. Use the combo box above the property

list to select the entry Use series to determine the values.
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Category Axis (x) | Series Axis (y)

Use series to determine the values

BE
[ 4 Data
Round Start and End Values
Series Definitions

8

4 Labels

I Axis Label

4 Coordinate Label
> Font

Series [ie‘fl'm‘:ons
Sets the properties for the different data series.

Value Axis (z)

Diagram | Diagram Area | Colors
v
®]
A
Yes
Turnover:Mean ey
“Year"
Coordinate Value
[Calibri, 10.0 pt]

ne

By doing this, the properties of the series axes change and a dialog appears for the property

Series Definitions for the definition of the series.

4.  Define a new series Single Turnover and calculate the turnover using the formula

Sum(Order_Details.Quantity * Order_Details.UnitPrice) with the calculation type normal and

display type Cylinder.

5.  Define another series named Mean and calculate the turnover using the formula

Sum(Order_Details.Quantity * Order_Details.UnitPrice) with the calculation type Average and

display type Line.

(9] Senes Definitions
Series: B X 5 gl
Turnover 4 Design
Name Mean
o
Coordinate Value Sum(Order_Details.Quantity™...
i Calculation Type Average
4 Appearance
Color LL.Scheme.Colorl
I Label on Object No
Presentation Line
4 Labels
Coordinate Label
ut
Axis Assignment Primary Axis
Data
Move the series into the desired order by using the buttons or drag & drop.
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6.  The result is a turnover analysis with a mean line.

Sales per country (and average)

France Garmany Maxico Swadan UK

7. When using the calculation type Line of best fit, a trend line will be displayed:

Sales per country [and line of best fit)

France Gearmany Mexico Sweden UK

Create a Crosstab

Crosstabs are used for evaluating and presenting data in multiple dimensions. Crosstabs (or
contingency tables) are tables containing information about the frequency of the occurrence of

combinations of certain characteristics.

These frequencies are extended by their marginal totals which form contingencies. With a three-

dimensional crosstab, (three characteristics), the table includes an additional column grouping.
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For example, you can examine turnover trends per year and region, evaluating sales according to
quantities and customers, and create marginal totals for quarters and years.

A normal (flat) table has the attribute names in the first row and the occurrences of these
attributes in all other rows. A crosstab is different. The titles of both columns and rows receive
characteristic occurrences and, at the point of intersection of the respective column and row, a
value is shown that depends on the characteristics specified for the column and row in each case.

Customer turnover per year and quarter
2008 2009 2010

a3 Q4 Qi Q2 Q3 Q4 Q1 Q2 [

Germany 1,086 1,208 851 491 3636
Mexico 492 3,038 2,562 1,277 514 7883
Sweden 2,102 3,429 5531
UK 4380 1,352 2,143 1,704 5679
Total 2102 972 4781 3038 5791 4189 B51 1008 22729

For the schematic presentation of two-dimensional crosstabs, the 3D multi-row bar chart is the
best choice.

Create a Crosstab Object

Let's assume that you want to examine the development of turnover per year, quarter and
country. Proceed as follows in the Sample Application:

1. Crosstabs are elements in the report container. Therefore, you add these objects in the
Report Structure tool window. If you have not yet added a report container to the
workspace, select Insert > Report Container (Objects > Insert > Report Container) and pull

the object to the right size in the workspace while holding down the left mouse button.

2. Aselection dialog will appear for the chosen element type. Choose the Crosstab element
type.

3. Inthe following dialog, now select the data source. All available tables are shown
hierarchically, in other words, under the tables you will find the related tables in each case.
For our turnover analysis, e.g., choose the Customers > Orders > Order Details table so that
you have all three tables at your disposal. The Customers table contains the country, the
Orders table the order date and the Order Details table the turnover.

4. A wizard appears which will lead you through the 3 configuration dialogs for crosstabs.
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Define Groupings

In the wizard's first dialog, or alternatively on the Axis Definition tab, you first define the grouping
for the rows and columns, i.e., the characteristics.

1. In the Rows pane, click on the Insert a row grouping button.

2. Inthe formula wizard, you now enter the field or the expression for the row grouping e.g.,
Customers.Country. You have now created a row grouping and the data will be grouped by
this characteristic.

3. Inthe Columns pane, click on the Insert a column grouping button.

4.  Inthe formula wizard, you now enter the field or the expression for the column grouping.

5. Since you first want to group the data by year, you must enter an expression here that
returns the year of the order date. You have the Year() function in the formula wizard at your
disposal; i.e., you select this function from the list and insert the order date as the parameter

by double-clicking. The formula looks like this: Year(Orders.OrderDate).

6. Since we also want to examine the data at another level, insert an additional column
grouping via the Insert a column grouping button.

7. Now enter an expression to return the quarter of the order date. You can use the Quarter()
function in the formula wizard for this. The formula then looks like this:

Quarter(Orders.OrderDate).

Note: You can change the order of the groupings with the arrow button. The column at the bottom
is the inner grouping.

To swap lines and rows (Pivot function) use the button on the lower right on the Axis Definition tab.
This button is only available in the object dialog, not in the wizard.

Value of the result cells:

Sum(Order_Details.Quantity*Order_Details.UnitPrice) o

0K Cancel
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8. You have now created the groupings and you can go on to define the value for the
intersection of the respective columns and rows. Click on the Edit group result formula
button located under Value of the result cells.

9.  Now select the aggregate function that you want for the contents in the Cell Contents
dialog that appears. You want to create a sales evaluation so choose the Sum function. In
the upper part of the dialog, you can specify the contents by clicking the formula button to
start the formula wizard.

10. In the Sample Application, the sales per order value is not supplied directly as a field so you
must calculate it using the Sum(Order_Details.Quantity * Order_Details.UnitPrice) formula.

=] Crosstab [ x |
Cell Definition | Properties
2012
Total
Total
Germany 0
Total -
Choose the groupings for the rows and columns here. For Columns: 5 &F X 2

example, to make a statistic about the turnover by year and

country, choose 'Year' as the group for the columns and Year$(Orders,OrderDate)

‘Country’ as the group for the rows, For the value of the result Quarter(Orders.OrderDate)
cells, choose the sum over the tumover,

Rows: 5 & X Value of the result cells:
Customers.CustomerlD Sum(Order_Details.Quantity*Order_Details.UnitPrice) o4
=
@ U= oK Cancel

Define Cell Properties

In the wizard's second dialog or, alternatively, on the Cell Definition tab, you edit the properties of
the different cells.

You can select the cells directly in the drawing in the upper pane of the dialog and then edit their
properties. To select multiple cells, hold down the CTRL key or you can draw a border around the

cells with the mouse.

1. Let's assume that the countries shouldn't be listed alphabetically but descending by
turnover. Select the corresponding line header (here: Germany) and select the value Result
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Descending in the property Sort Order then. In combination with the property Limit To you
will get a Top-N analysis by that.

2. Assuming that you want to prefix the number of the quarter with a Q as the title of a
column. Select the respective column title and then double-click on the Displayed Contents

property.

With this property, you can now specify the text that is to be displayed in this cell
(independent of the value that you have defined for this column grouping).

Now define either a suitable formula, e.g., Q + Str$(Quarter(Orders.OrderDate)) in the
formula wizard

3. Alternatively use the Format property. Then remove the Quarter$() here, i.e., only the date
field remains in the field, and format the value by means of the property.

Ly Crosstab ﬂ

Axis Definition | Cell Definition | Properties

Germany 0 - -

Total - - —
E: %‘ [+1 (@) | |Editthe properties of the different areas
here. You can select one or - by holding
4 ~ .
= o Ctrl or by marking an area - more cells in
Displayed Contents "Q"+ToString$(Quarter(Orders.... the sketch above and then set their
Format None properties,
Fl
4 Background Pattern/Block Color
Pattern 1 Il .

Data

(AN Ny 0K Cancel

To do this, click the Formatting property, choose Date as the formatting type, and finally select
the User-defined entry from the drop-down list. At the end of the list you will find an example for
formatting a quarter plus the number of the year. Since we don't need the number of the year,

shorten the formula's string to Q%q.
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Ly Format
f¥o bormat (user-defined) v
Number
Currency 0%a
Date aE - -
T %D, %ed/ %M/ %y Friday, 9/August/2013 A
. %D, %d %M %%y Friday, 9 August 2013
Date and Time %D %d %M %y Friday 9 August 2013
Date-/Time Difference %D, %M %d, %y Friday, August 9, 2013
Percentage %D, %M %d %y Friday, August 9 2013
Angle %D, %d de %M de %y Friday, 9 de August de 2013
%D %d de %M de %y Friday 9 de August de 2013
%D %d, %M %y Friday 9, August 2013
%D, %d.%m. %y Friday, 9.8.2013
%D, %02d.%02m. %y Friday, 09.08.2013
%D, %y-%m-%d Friday, 2013-8-9
%D, %y-%02m-%02d Friday, 2013-08-09
%D, %em-%d-%y Friday, 8-9-2013
%D, %602m-%02d- %y Friday, 08-09-2013
%M %d %y August 92013
Fex 09/08/2013
%ey-Q%q 2013-Q3
Q%q %y Q32013 v
Preview
Q3

[ S

Cancel

4.  This cell is now formatted and you can go on to format all other cells in the same way.

Various properties are available including:

e Rotation of the content in increments of 90°

e Background

e Frame

e Font

e Vertical and horizontal alignment

e Maximum width, minimum width and minimum height

The Layout Option and Wrapping Behavior

In the wizard's third dialog or, alternatively, on the Properties tab, you edit the layout properties

and specify the wrapping behavior.

Various layout properties are available including:

e Background
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e Default frame
e  Minimum size (%) and minimum height

In addition, as crosstabs are often wider and higher than the specified page format, you can also
specify the wrapping behavior for columns and rows. It creates as many pages (shadow pages) as
necessary. The row labels are repeated on all pages as standard while the column labels are not

repeated.
Various wrapping properties are available including:

e Repeat Labels: Specifies whether the labels of columns or rows are to be printed again in the

case of a page break.

e Break Level: Specifies the optimum break level, e.g., 0. This corresponds to the lowest group,

i.e., the quarter.

e Column > Page Break on Shadow Pages: If the cross table is too wide, the wrapped parts are
printed on shadow pages. A shadow page does not count as a real page and therefore does
not have a page number. The default setting specifies that the wrapped parts are to be
output below the table.

] Crosstab n

Axis Definition | Cell Definition | Properties

Q1 Total
Germany 0 == ==
Total --- --- ---
E: %* [+1 @ Edit the crosstab area properties here,
- : You can choose various layout options
4 Columns *  |and set the wrapping behavior of the
4 Break Level 0 crosstab.
Force No
Page Break on Shadow Pages No v
Distance Before 0.000 in
Repeat Labels Yes v

Columns.Page Break on Shadow Pages
If the object is too wide, the remaining contents will be printed on shadow pages.

@ U 0K Cancel
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Special Functions

Various additional functions are available in crosstabs including:
Crosstab.Value() returns the content of the cell (as a value).

Crosstab.Cells.Avg() returns the average value of the volume of data.

current cell.

Crosstab.Col$() or Crosstab.Row$() returns the description of the column or the row for the

With this, you can, for example, assign a particular color to the background of a column or

row. The following example sets the background color to orange for all cells in a row where

the cell descriptor is Germany:

Cond(Crosstab.Row$()=Germany,LL.Color.Orange,LL.Color.White)

Customer turnover per year and quarter

2008 2009 2010

Q3 Q4 a a2 Q3 Q4 Q1 a2 ueEl

Garmany 1,086 1,208 851 491 3636
Mexico 492 3,038 2,562 1,277 514 7883
Sweden 2,102 3,429 5531
UK 480 1,352 2,143 1,704 5679
Total 2102 972 4781 3038 5791 4189 851 1006 22729

crosstab. With this, you can, for example, emphasize the largest or

Crosstab.Cells.Max() or Crosstab.Cells.Min() returns the largest or smallest value in the entire

smallest value of the volume of data or perform calculations. The following example sets the

background color of the cell with the largest value to green:
Cond(Crosstab.Value=Crosstab.Cells.Max(),LL.Color.Green,
Cond(Crosstab.Row$()=Germany,LL.Color.Orange,LL.Color.White))

Customer turnover per year and quarter

2008 2009 2010
a3 Q4 a1 Q2 Q3 Q4 Q1
Germany 1,086 1,208 851
Mexico 492 3,038 2,562 1,277
Sweden 2,102 3,429
UK 480 1,352 2,143 1,704
Total 2102 972 4781 3038 5791 4189 851

a Total
491 3636
514 7883
5531
5679
1006 22729

Crosstab.Col() or Crosstab.Row() returns the index of the column or the row for the current

cell. Here, for example, you can set the background color of alternate rows thereby
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producing a zebra pattern. Example:
Cond(Odd(Crosstab.Row()),LL.Color.LightGray,LL.Color.White)

Customer turnover per year and quarter
2008 2009 2010

Total
Q3 Q4 o Q2 Q3 Q4 o o2
Germany 1,086 1,208 851 491 3636
Mexico 492 3,038 2,562 1,277 514 7883
Sweden 2,102 3,429 el
UK 480 1,352 2,143 1,704 EG79
Total 2102 972 4781 3038 5791 4189 851 1006 22729
e Join$() returns a collection of strings, separated by a particular character. For example, you
can output the individual turnover amounts in addition to the total turnover. Example:
Fstr$(Sum(Order_Details.Quantity*Order_Details.UnitPrice),-## ### ###) + [+
Join$(Fstr$(Sum(Order_Details.Quantity*Order_Details.UnitPrice),-## ### ###)) +]
Customer turnover per year and quarter
2008 2009 2010 ol
Q3 o4 a1 Q2 Q3 a4 at a2
1,086 1,208
851 491
Germany [684; 1,062; [878; 938; ) . 3636
1,006] 1,200] [825; 851] [400; 491]
3,038 2,562
! ! 1,277 Ll
) 492 [690; 881; [70; 140; !
Mexico [320; 1,257; [42; 102; 78683
[29; 89; 492] 1,931; 2,115; 480; 1,182; 8
2,213; 3,038] 1,742; 2,562] 1,277] 166; 514]
3,429
2,102 ’ )
[248; 908; [1“?14‘ ‘
Sweden 1,189; 1,489; 2,222} 2,534, 5531
1,532; 1,016; 2,908; 3,023;
' P Jm:i] : 3,254, 3,341;
! 3,429]
1,352 2,143
' ! 1,704
480 [96; 291; [238; 1,298; ’ .
UK [20; 480] 899; 1,052; 1,508; 2,098, [5Df,7éﬁB4, 5679
1,352] 2,143] '
Total 2102 972 1781 3038 5791 4189 851 1008 22729

e You can use Total() for calculations across all cells. Otherwise, calculations are always made

across all values that affect the respective cell.
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Gateway

All new electronically submitted reports flow through the Gateway. It serves as an inbox, where
designated Gateway Administrators and Gateway Approvers assess each electronic report
before accepting it into Perspective or deleting it from the system.

Electronic reports in the Gateway can be submitted from a number of sources. If your
organization uses Perspective e-Reporting or Portal, Incident reports may be submitted from a
workgroup’s e-Reporting Web page. Otherwise, Incident, Item, Person, Organization, and Vehicle
reports may be imported using Perspective’s built-in Import Manager. Imports may originate
from a computer, Web site, PDA, mobile phone, or any electronic medium that enables creation
and transfer of files in XML format.

Once the Gateway Administrator and Gateway Approver have been granted appropriate user
rights by the System Administrator, they will have access to the Gateway and the electronic
reports stored in it. Their respective roles involve the authority to review these reports and
perform their associated functions.

Gateway Administrator and Gateway Approver both can:

Edit Incident reports (or e-Incidents).

View imported Item, Person, Organization, or Vehicle reports.

Make the imported reports available for authorized users to add to the Perspective database.

Delete the imported reports from the system.

Only Gateway Administrator can: Only Gateway Approver can:

Assign e-Incidents to the Gateway Approver = Accept e-Incidents into Perspective as valid
for follow-up. incidents.

i Send e-Incidents back to the Gateway
Delete e-Incidents from the system. L .
Administrator for reassignment.

Store e-Incidents in a Pending folder for review
at a later date, if they contain insufficient
information to accept or reject them.
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User Interface

The Gateway interface is divided into three sections:

1. Navigation pane: Allows you to move between various types of Gateway electronic reports
corresponding to the major Data Forms (i.e., Incidents, Items, Persons, Organizations, and
Vehicles). To display folders containing reports for a particular Gateway report type (i.e.,
New, Assigned, Accepted, Pending, Rejected, and Deleted for Incidents; and New, Available,
Added, and Deleted for Items, Persons, Organizations, and Vehicles), choose the required
banner from the Navigation pane. Click on a folder in the Navigation pane to see all the
reports contained within it listed in the Listing pane. If more than one workgroup's electronic
reports are contained in the folder, subfolders for the appropriate workgroups will be listed
beneath the folder name in the Navigation pane. Expand the All Workgroups subfolder and
select a workgroup to see only its particular reports in the Listing pane.

2. Listing pane: Provides a list of electronic reports selected in the Navigation pane for
viewing. On the right side of every report entry the system records a corresponding source
of a report’s import (e.g., e-Reporting). Once you select an e-Report in the Listing pane, the
report’s contents will be displayed in the Viewing pane on the right. (For Incident e-Reports,
the submitted XML data is saved under the Attachments tab.)

3. Viewing pane: Displays the contents of an e-Report selected in the Listing pane and
provides options for saving, editing, assigning, deleting, accepting, rejecting, and closing
individual reports, as well as transferring them into Available or Pending modes and viewing
their XML versions. Every Incident report consists of a set of tabs (i.e., General, Involvements,
Narratives, Attachments, Controls, and Audit History), while data for every Item, Person,

Organization, and Vehicle report is provided on one simple form.
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Gateway

= e =l
Main @ Privacy Legal
i 1 A Q ©
4] % ¥ QA @
File Toggle Logoff Setings Quick Help
- Find
Settings.
A - Incidents L 7[
] Newp3] ERPT-2007-02-00002 E[85=
& [T (2} Policy Violation eReparting * Save [PEdt | =) Assion i Delete |@Accept /i) Pending @ Reject ) Cancel
! g ERPT-2007-08-00001 N
j Central [0] R ol i oo Palies v General  Involvements  Marratives  Attachments  Controls
I 2 Information. -
] pens 9] ERPT-2007-08-00002
$ni]] EastCoast [0] |~ (1) Policy Violation eReporting Reported By
| ERPT-2007-08-00003
0] Eastemp) P resors Name Submit ID
on-Crimina eReportin
.2 Assignedl] poring
ERPT-2007-11-00001
@ Accepted]] Phone Email
N (1) Non-CriminaljSecurity & Safety Syst  eReporting
- Pendng(0] ERPT-2007-11-00002 =
© Reected(0] (1) CriminalfFire/Arson/Major eReporting Reviews
""""" ‘GrpA-2008-02-00001
(1) Criminal/Assault/No Injury Sample Gatewie
e ‘GrpA-2008-02-00002
Persons 1 (2) Criminal/Theft Sample Gatevis
‘Organizations GrpA-2011-09-00001
P (1) Procedural PPMUindWate
£ pashboard 2
2 Details
_\ Dispatchlog
Record Information
[ pata rorms
elncident Number eported Date/Time:
lall mepors :
Perspective Incident Number Occumed From Date/Time
D) | Analysis Expert
Fil Number Ocsured To Date/Time Incident Duration
. Gateway
Administration Ste Level 1
B E Category Buiding Level 2 2

carlosa RPM Role Record loaded successfuly,

Ready ® Connected

Note: If a folder in the Navigation pane contains more than 1000 e-Reports, you must first filter the
report list before viewing it in the Listing pane. Once you click on the folder in the Navigation pane,
a pop-up window will appear allowing you to filter the e-Incident list.

To display the top 1000 e-Reports (based on the reports’ identification numbers), click Start
Search. Click OK to transfer the list to the Listing pane.

To search for a particular e-Report or a set of e-Reports, set specific filtering criteria:

1.
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In the Field Name lookup list, select the field that you want to set as the main criterion for
narrowing your e-Report list.

Choose an Operator for the field (e.g., Equal, Not Equal, After, Begins With, Like, etc.).

Enter the compared criterion Value. If the Selector button -] is available, click it to display
a tree of Value options in a separate window. Note that you may choose any node of the

tree as the defining criterion, making your comparison value as narrow hierarchically as you
want.

If you want to include a second field as an additional filtering criterion, select the And or Or

radio buttons and complete the Field Name, Operator and Value fields below. You may add
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as many filtering criteria as you want. To remove a field from your filtering criteria, click the

Delete button [i]

5. By default, only the top 1000 reports matching the criteria that you set will be displayed. To
display more or less, adjust the number in the Top field (from 1 to 2000).

6. Click Start Search to generate a list of reports matching your filtering criteria. A count of the
number of e-Reports in the list, as well as the total number of e-Reports matching your

filtering criteria, will be displayed at the bottom of the window.

7. To make changes to the ongoing search, click Stop Search first, and then make the

necessary changes to the filtering criteria.

8.  When you are satisfied with the list of e-Reports displayed, click OK to transfer the list to the

Listing pane in the Gateway.

P =
Field Neme Operators
[ctass ] (Mot Equal x]  [MenCimina [L]em oo
Field Name COperators
elncident Number ~] [ Begins win -] Gma @ And O or
Field Name Operators
[Oceured From Date/Time | [Bafore =] liooreon @ © fd @ or
L3
Top: [1000 = Start Search | | Stop Search
elncident Number Reported  Occurred ~ Class Rallup Site Rollup State  Submit D attachment
GrpA-2009-10-00007 27/10:2009 27/10/2009 Procedural/Emergency ' Site A/Building 2/Locati..’ New eReporting 1
GrpA-2009-10-00008 271042009 27/10/2009 P dural/Emergency - New Br k! J.. New eReporting 1
GrpA-2010-10-00001 12102010 12/10/2010  Criminal/Theft'Company New eReporting 1
GrpA-2010-10-00002 12102010 12/10/2010  Procedural/Security & S | Alberta New eReporting 1
Search Results: 4 of 4 Reconds oK Cancel
Incident

Under the Incidents banner, the following folders will be displayed:
) New: New e-Incidents that have not yet been assessed.
e Assigned: e-Incidents assessed and assigned to a Gateway Approver for follow-up.

e Accepted.: e-Incidents that have been accepted into Perspective as valid Incident records by

the Gateway Approver assigned to them (the only e-Incidents not available for editing).

e Pending: e-Incidents that require further information before being assigned or deleted.
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o Rejected: e-Incidents that have been returned to the Gateway Administrator by the Gateway
Approver.

e  Deleted: e-Incidents that have been marked for deletion upon purge. These can be re-
assigned by the Gateway Administrator before the purge occurs.

Note: Not all folders will be visible to the Gateway Approver.
After selecting an e-Report in the Incidents Listing pane of the New folder, you can use the

buttons available on the Viewing pane toolbar to perform a number of report functions.

Common functions available for both Gateway Administrator and Gateway Approver:

5 Save Preserves the changes you made to an e-Report.

LY Edit Transfers an editable e-Report into the editing mode.

After clicking Edit, select the field you want to edit and make the necessary
change. Editing of e-Reports functions similarly to the data entry in Incidents
data forms, including the use of a similar set of sub-tabbed toolbar functions,
like Edit, Add New, Remove and Read/View. Remember to complete every
report editing action with saving the changes applied to the report by clicking
Save on the Viewing pane toolbar.

Note: For further details on the sections of the e-Incident report and functions
performed by the toolbar functions that are available for certain sub-tabs (i.e,
Involved Persons, Organizations, Vehicles, and Items), see the Incidents and
Common Record Functions chapters.

Note: The only editing function that is exclusively under the authority of the
Gateway Administrator is setting of the e-Incident’s security controls in the
Controls tab (access level, organizational rollup and workgroup visibility).
Although the e-Incident will have some default security controls, the Gateway
Administrator may choose to re-set these in order to restrict both the Gateway
Approver the e-Incident is assigned to (the Approver’s access rights must match
those of the e-Incident in order to assess it), as well as users who have access to

the record within Perspective if it is accepted as a valid Incident record.

k? Close Exits the e-Report without saving changes.
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Functions availa

ble for Gateway Administrator only:

=» Assign

Assigns the e-Incident to the Gateway Approver for further review by
transferring the e-Incident to the Assigned folder.

Once you click the Assign button, a pop-up confirmation window will appear.
Make any necessary notes on the assignment of this e-Incident in the
Comments text box. Your notes will appear in the Reviews section of the e-
Incident under the General tab. Click Assign to confirm your choice.

Note: The Gateway Approver's access rights must match those designated
under the e-Incident’s Controls tab.

 Delete

Deletes an e-Incident as an invalid submission by transferring the e-Incident to
the Deleted folder.

Once you click the Delete button, a pop-up confirmation window will appear.
Make any necessary notes on the deletion of this e-Incident in the Comments
text box. Your notes will appear in the Reviews section of the e-Incident under
the General tab. Click Delete to confirm your choice.

Note: e-Incident can be recovered anytime prior to the end of Deleted
Retention Period specified for the e-Incident’s workgroup by the System
Administrator.

Functions availa

ble for Gateway Approver only:

@ Accept

Accepts an e-Incident into Perspective as a valid Incident record, by
transferring it to the Accepted folder. The accepted e-Incident will be available
to users whose access rights match those designated under the e-Incident’s
Controls tab.

Once you click the Accept button, a pop-up confirmation window will appear.
Make any necessary notes on the acceptance of this e-Incident in the
Comments text box. Your notes will appear in the Reviews section of the e-

Incident under the General tab. Click Accept to confirm your choice.

A dialog box will appear displaying the e-Incident’'s new Perspective Incident
Number. For cross-referencing purposes, both the original e-Incident
Number (e.g., INC-2010-000269) and the new Incident Number (e.g., EINC-
2010-12-00001) will appear under the Record Information in the General tab of
both the e-Incident record and the actual Incident data form. Click OK.
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Note: The accepted e-Incident will be purged from the Gateway at the end of the
Accepted Retention Period specified for the e-Incident’s workgroup by the
System Administrator. The original e-Incident form will remain in Perspective as
an attachment to the newly created Perspective Incident record.

&) Reject

Sends an e-Incident back to the Gateway Administrator for further review by
transferring it to the Rejected folder, so that it could be re-assigned or
deleted.

Once you click the Reject button, a pop-up confirmation window will appear.
Make any necessary notes on the rejection of this e-Incident in the Comments
text box. Your notes will appear in the Reviews section of the e-Incident under
the General tab. Click Reject to confirm your choice.

To evaluate the reasons for the e-Incident’s rejection by the Gateway
Approver, edit the e-Incident, and/or delete or assign it again, the Gateway
Administrator hat to access the rejected e-Incident from the Rejected folder.

Pending

Sets an e-Incident to Pending status, by storing it in the Pending folder. This
function is used when there is insufficient information to accept or reject the e-
Incident, and the Gateway Approver intends to make its review at a later date.
Once you click the Pending button, a pop-up confirmation window will appear.
Make any necessary notes on the pending of this e-Incident in the Comments
text box. Your notes will appear in the Reviews section of the e-Incident under

the General tab. Click Pend to confirm your choice.
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When an incident is submitted using e-Reporting or Portal, you must manually link the name of
the driver (Vehicles), supervisor (Incident General), notified by person (Organizations), or the
owner, person, or organization (Items), in Gateway. This is done by clicking the plus icon .

Then, select the corresponding record from the pick list. If a record does not already exist, use the
Quick Add function to create one.

Note: If this is not done before acceptance to Perspective, the information will not get transferred
into Perspective.

Driver - Full Name Driver ID
[ John Smith | = [&]

Items, Persons, Organizations and Vehicles

Note: Item, Person, Organization, and Vehicle reports can only be imported to the Gateway using
the Import Manager.

To view imported Item, Person, Organization, or Vehicle reports, click on the appropriate banner
in the Navigation pane. The following folders will be displayed:

) New: New imported reports that have not yet been assessed.

e Available: Imported reports that have been deemed valid, and made available for
authorized users to add to the Perspective database.
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e Added: Imported reports that were first made available within Perspective, and then added
by authorized users to the database as valid Item, Person, Organization, or Vehicle records.

o Deleted: Imported reports that have been marked for deletion upon purge. These can be
made available for adding to the database before the purge occurs.

After selecting an e-Report in the appropriate Listing pane of the New folder, you can use the

buttons available on the Viewing pane toolbar to perform the three basic report functions that are

available for both the Gateway Administrator and the Gateway Approver.

= Available Makes a report available for authorized users to add to the Perspective
database, while transferring it to the Available folder. If an authorized user
chooses to add a new record to one of the Data Forms components, the data
in the added report will be displayed as available for adding. Simultaneously,
the report will be moved from the Available folder to the Added folder.

At the end of the Added Retention Period specified for the report’s
workgroup by the System Administrator, the imported report will be purged
from the Gateway. However, the original XML report will remain in
Perspective as an attachment to the newly created Perspective Item, Person,
Organization, or Vehicle record.

M Delete Deletes a report from the Gateway as invalid.

Once you click the Delete button, a pop-up confirmation window will appear.
Choose the Mark As Delete radio button to store the imported report in the
Deleted folder, where it can be recovered at any time prior to the end of the
Deleted Retention Period specified for the report’s workgroup by the
System Administrator. Otherwise, choose the Immediate Delete radio
button to permanently delete the report. Click Delete to confirm your choice.

-« XML View | Displays the imported report in its original XML format including hidden
data, if available. Click the XML View button again to return to the standard

view.
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Gateway

Incidents
Ttems
Persons.
Organizations

Vehicles
#N Dashboard
~

Lﬁ DispatchLog
B8 vata Forms
fil] Reports

}) Analysis Expert

o Gateway

Note: When an incident is in the Gateway
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Persons

Minhas, Rupinder
Workgroup B

Ross, Jerrell

Workgroup A

Spears, Susie

Workgroup B

Whillier, Ryan
waorkgroup A

ks & Mrs. Rupinder Minhas

Sample Ga

Sample Ga

Sample Ga

Source Syst

Ep Available {f]] Delete <] XML View

Tile First Name
[ Rupinder

Birth Date
28/01/1970

Eye Color

Brown

Employee?
Yes

Employee Number
23786

Access Level

Fiag Notes

Addtional Info

Gender
Female

Hair Color
Black

Org Rollup

Initial

Last Name
Minhas

Martal Status

Height

Weight

Designation
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DispatchLog and Dispatch

For more information on DispatchLog, the built-in dispatch component of the SOC and EIM
editions of Perspective, visit the Resolver Support site.

For more information on Dispatch, the separately managed application, visit the Resolver
Support site.
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Visual Analysis

Welcome to Perspective Visual Analysis™, an optional component of Perspective by Resolver.
Perspective not only records and tracks incident data, but assesses and analyzes it to chart trends
and report statistics. Visual Analysis complements Perspective by enabling it to render data
relationships into powerful visual elements.

The resulting visual data can be easily analyzed and interpreted, bringing clarity to complex
investigations and scenarios. Seemingly unrelated events are mapped, and new connections are
found. Perspective Visual Analysis significantly increases the productivity of your investigators
saving time and resources along the way.

Use Visual Analysis to Build a Link Chart

Using dynamic link analysis, Perspective Visual Analysis reveals the complex, and seemingly
disparate, associations hidden amidst hundreds, even thousands, of incidents, cases, items,

persons, organizations and vehicles.

The complex relationships that exist between your data are mapped in easy-to-read link charts.
You can zero in on specific information, or keep expanding the web until all avenues have been
explored. To save, print, or copy your link charts, transfer them into IBM i2 ChartReader and

continue to view the associations in your Perspective data.

Perspective Visual Analysis was developed in an exclusive partnership between Resolver and IBM
i2—the world’s leading provider of Visual Investigative Analysis software for law enforcement,
intelligence, military, and Fortune 500 organizations. All of the visualizations created in
Perspective Visual Analysis can be carried into IBM i2 applications, including Analyst’s Notebook.
From there, you can connect to other databases in your organization for advanced analysis and
in-depth visual analytics.

For more information on IBM i2 products, or to download i2 ChartReader, visit the following links:

e Short link:
http://ibm.co/W8rK1l.
e Long link:

http://www14.software.ibm.com/webapp/download/nochargesearch.jsp?S_TACT=&S_C
MP=&s=8&k=ALL&pid=8q=Chart+Reader+&ibm-search=Search&pf=8b=8¢q0=.
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Access Visual Analysis

1. Log on to Perspective.

2. In the Navigation pane, open the Data Forms component and choose the record entity that
you want to view (i.e., Activities, Incidents, Cases, Items, Persons, Organizations, or Vehicles).

3. Set your record view for the Listing pane using the Quick View, Saved Views, or All
Records View function. If your Perspective system contains a large number of records, it is
recommended that you use the Quick View or Saved Views function.

4.  Inthe Listing pane, find and select the record you want to build your link chart from.

5. Click the Visual Analysis icon @® on the Ribbon. A separate window for Perspective Visual
Analysis will open with the selected record displayed as an icon in the center.

Create a Link Chart

1. Right-click the icon in the center of the Visual Analysis window, and select Show
Relationships.

(53] Perspective Visual Analysis
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>
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Invert Selection

Show Relationships
Show Record k

A1

@)

n 3
Do mare with this chart

&

2. Alink chart of related records will appear in the window, with the original record at the
center. Right-click any icon in the link chart, and then select one of the following options:

¢ Invert Selection: Selects all records except the current one.
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Show Relationships: Displays all Incident, Case, Item, Person, Organization, or Vehicle

records linked to the selected record.

may still be ope

view the record

Show Record: Opens the selected record in Perspective. (The Visual Analysis window

n in the foreground. In this case, minimize the Visual Analysis window to
in Perspective.)
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Do more with this chart

3. Click on the top tool

bar options to customize the appearance of your chart for clear visual

analysis, or to find, select, or remove a particular record from your chart:

= Print on Prints all details of your chart on a single page.
=1 .
Single Page
= Print at Prints your chart at 100% scale, which would usually occupy more
=

100% Scale

than one page.

Enables you to adjust margins and page setup settings before

| Page Setup .
printing.
Delete Removes the highlighted record(s) from the chart.
X .
Selection
i) Undo Delete Brings back the record(s) that were just deleted.
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N Key Entity Enlarges the central records in your link chart placing focus back
‘ Emphasis on them. Click again to restore the central records to regular size.
Panning Enables dragging of the entire link chart allowing you to quickly
o Tool view different areas of the chart.
7 ¢ Click the Zoom to Area button, and then click and drag on the
oom to
=Y A chart to select an area with the help of the mobile zoom box. The
rea
window will fill with an enlarged display of the selected area.
Fit to Fits the entire link chart in the window, making it easier to see the
-
Window overall shape and the number of connections in the chart.
Click and drag on the chart to select an area of interest with the
. . help of a box. Alternatively, select multiple records holding down
. Fit Selection o ) ) ]
. the Ctrl key while clicking the record icons. Then, click the Fit
to Window . . . S
Selection to Window button. The window will fill with all records
that are currently selected in the link chart.
ta Select All Selects all the records in the link chart.
. Changes the arrangement of the record icons restoring the link
) Reorganize

chart to its original layout.
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Searches for a chart entity and/or link that contains a particular

string of text. The Find function only searches the text displayed in

the window; it does not search actual records. Once you click the

Find button, the Find dialog will open.

a. Type the search text in the Find Text field.

b. Choose to search Entities (e.g., incident numbers, person

names, license plate numbers), Links (e.g., suspects,
associates, subjects of interest), or Both.

c. Select Exact Match to only search for text that matches the

M Fin . :
* d search string precisely.

d. To execute your search, click OK. The window will select and
zoom in on any entities and/or links matching your search
criteria.

Find [=£3a]
Find Text [suspect
* Entities [~ gyact Match
oK | Cancel
7 Click and drag the slider back and forth to zoom the window in
-+ oom

and out.

4.  Click the buttons on the right toolbar to hide particular entities from your link chart. By

default, these entities are displayed in your link chart. Click again to restore the original link

chart layout and/or to re-display the entities.

o Case Hides cases from your link chart.

Pd Incident Hides incidents from your link chart.

& Activity Hides activities from your link chart.

= Item Hides items from your link chart.

& Organization Hides organizations from your link chart.
S Person Hides persons from your link chart.
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Vehicle Hides vehicles from your link chart.

Hides involvements from your link chart. Involvements, represented

by red connecting lines, show that an item, organization, person, or
Involvements

=

vehicle was involved in a particular incident (e.g., Suspect,
Responding Service, Indirectly Involved).

Hides associations from your link chart. Associations, represented by
black connecting lines, show that particular incidents, cases, items,
Associations organizations, persons, or vehicles are associated with each other by
relationship or ownership (e.g., Alias, Contracted To/By, Similar

M.O.).

Transfers your link chart into the timeline mode (see the image
R Timeline below). All entities and links will be reorganized sequentially,
allowing for time series analysis.

54 Perspective Visual Analysis =] =] R
= = S b (- . - hi
AHD X 9I]l0o RS B3 Al+— o? |
Manday 8th June 2009 | | 2010 | January 2011 | L/
:IDD DB:IDD 12:IDD 18:IDD 22:IDD Jully Jaanary Jull'y' 1D|th Decelmber 1D|th QDIth 1$t 1D|th 2D|th 1§t 1D|th QDIth D4:ID
. . . . . " . . . . L . oy =
. e
'
3 Tuesday Sth Juns 2009 M L
Brown, Jeff L 01:00: 00 -0600 [
Azzociate OF : Driver e
s
)
£ &=
= ==
MSR12345 - Acurallegend
Passenger =
-
-
L Same Flest -
Howard, Katherine M
S S
Driver ;_f:ll ;_f:ll
J ADMI-2010-000124 ADMI-2011-01-00008
| |
~a Suspect Third Party 1
=3 L —_ Chee
URY-345 - BMWMS =
v 1 + 9
Do more with this chart
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Use IBM i2 ChartReader to Manipulate Your Link
Chart

After using Perspective Visual Analysis to build and develop your link chart—customizing its
appearance to suit your needs—you can use IBM i2 ChartReader to share your chart with other
people in your organization, or at the very least, to save or print your chart for access at a later
date.

If ChartReader is not already installed on your computer, you can download the product from the
IBM i2 website:

e Short link:
http://ibm.co/W8rK1l.
e Long link:

http://www14.software.ibm.com/webapp/download/nochargesearch.jsp?S_TACT=&S_C
MP=8&s=8&k=ALL&pid=8q=Chart+Reader+&ibm-search=Search&pf=&b=8¢q0=.

ChartReader offers many of the same navigation functions as Visual Analysis, allowing you to
zoom in and out on particular areas of your chart, resize your chart to fit your screen, and search
for information contained within your chart. However, ChartReader does not have any editing
functionality. You cannot add, eliminate, or reorganize chart items, and you cannot access any of

your Perspective data to supplement your chart.

Ensure that your chart is complete when you transfer it into ChartReader, and then simply use
ChartReader to do the following:

) Save your chart for later access.
) Print your chart using a variety of page configuration and printing options.

o Copy and paste your chart into Windows® applications, including Microsoft® Word,

PowerPoint® and Excel®, for inclusion in reports and other documents.

In other words, use Perspective Visual Analysis to create and develop your visual research, and

then employ ChartReader to document it and distribute it to others.
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Transfer Your Link Chart into IBM i2 ChartReader

1. Launch ChartReader.

2. Using the record selection options described in the Create a Link Chart chapter, select the

chart items you would like to transfer into ChartReader.

3. Drag and drop the link chart selection into the ChartReader blank window.

@ Perspective Visual Analysis

Sk mx 9l »

Howard, Kathering ki

Passenger

Do more with this chart

=
Iy | =)

BN ]

v.n
&,
1

J

@ {lil

&

o]
&
:

»

-

# 2 ChartReader 7 [= =] =]
File Help
=3
=n

4

m

REVEAL HIDDEN | PAGES | CAPS [NUM

| »

4. A status bar will appear, indicating that ChartReader is in the process of transferring your
link chart. ChartReader uses another IBM i2 product, Online iLink, to retrieve data from

online sources. When the bar disappears, your link chart will appear in the ChartReader

window. There may be some differences in the icons used to represent the chart’s entities.
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W 2 ChartReader 7 = || 52|
File Edit View Data Help
S G EE AR ARRREYE & 4 b
B P
Brawn, JeffL
Driver
Yushchyshyn, CAT1HY \\ Passenger
Passenger
Same Fleet
LRV-345 -BMW M3 MSR 12345 - AcurafLegend E

Owns/Owned By

Suspei

Superior Lx & Ex Inc Third Party

ADMI-2010-000124
fdcfe15=-7f26-4330-2ed 5- 31082505202 | -

4 L[} 2

REVEAL HIDDEN | PAGES | CAPS | NUM

5. Open the ChartReader's Help menu to learn how to save, copy, and print your chart, as well
as how to perform other relevant charting functions.

Additional IBM i2 ChartReader Resources

In addition to the online Help provided in ChartReader, the following documents are included
with ChartReader's download in PDF format:

) Embedding in a Web Page: Contains instructions for embedding charts into Web pages.
) User Guide: Provides detailed information about working with ChartReader.
) Release Notes: Includes information on ChartReader’s latest features and updates.

) i2 Online iLink Release Notes: Supplies details on Online iLink’s most recent release. Online

iLink is the program used to transfer data from Perspective Visual Analysis to ChartReader.
For more information on IBM i2 and its products, visit the links below:

e Short link:
http://ibm.co/W8rK1l.
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e Llong link:
http://www14.software.ibm.com/webapp/download/nochargesearch.jsp?S_TACT=&S_C
MP=&s=&k=ALL&pid=&q=Chart+Reader+&ibm-search=Search&pf=&b=&¢q0-=.
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Appendix A: Dashboard Chart Types

The Dashboard component of Perspective can be populated with up to four charts that show

trends and statistics for a selected portion of records found in Perspective’s database for a

specified period of time. The data you may select for display include the following chart types.

Incident by Class

Displays the number of incidents by the specified number of
incident classes (e.g., Criminal, Procedural, Policy Violation) that
have taken place during the specified period of time.

Incident by Business
Unit

Displays the number of incidents by the specified number of
business units (e.g., North America, Europe, Asia) that have taken
place during the specified period of time.

Incident by Site

Displays the number of incidents by the specified number of sites
(e.g., Alberta, Ontario, British Columbia) that have taken place
during the specified period of time.

Incident by
Organization

Displays the number of incidents by the specified number of
organizations (e.g., Edmonton, Leduc, Sherwood Park) that have
taken place during the specified period of time.

Incident By Class Rollup

. Criminal

Mon-Criminal

B Policy Viokat..
. Safety
. Procedural

Deee

Activities by Number of
Days Open

Displays the number of activities with an Open status arranged by
the set periods of time for which the Activity records have been
open (e.g., >14-29 days, >30-59 days).
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Cases by Number of
Days Open

Displays the number of cases without a Closed Date/Time arranged
by the set periods of time for which the Case records have been
open.

Incidents by Number of
Days Open

Displays the number of incidents with an Open status arranged by
the set periods of time for which the Incident records have been
open.

Investigations by
Number of Days Open

Displays the number of investigations without a Closed Date/Time
arranged by the set periods of time for which the investigations
have been open.

When one of these charts is displayed on the Dashboard, you may choose to view the

Activity/Case/Incident/Investigation data filtered for a specific user. To filter the Activity data for

a Record Owner, the Case, the Incident data for a Case Investigator/Case Manager/Case

Supervisor, or the Investigation data for an Investigator, click on the plus icon 52 in the chart

section and select the required user from the entity list. To reset the filter and show the data

that applies to all users in the system, click the x icon £,

Activities By # of Days Open

B e

=30-59

B 0179

Activities by Month

Displays the number of the specified portion of activities that have
been recorded in each of the twelve months of the selected year. If
no data has been recorded for a specific month, it will be absent

from the chart.

Incidents by Month

Displays the number of the specified portion of incidents that have
been recorded in each of the twelve months of the selected year. If
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no data has been recorded for a specific month, it will be absent
from the chart.

Investigations by
Month

Displays the number of the specified portion of investigations that
have been recorded in each of the twelve months of the selected
year. If no data has been recorded for a specific month, it will be
absent from the chart.

Cases by Month

Displays the number of the specified portion of cases that have
been recorded in each of the twelve months of the selected year. If
no data has been recorded for a specific month, it will be absent
from the chart.

120

90

0

B9
16
April Kay June Judy

Aciivities By Month

83
| I

August Seprember

Loss by Month

Shows the monetary losses (Total Loss, Total Recovered, and Net
Loss), in dollars, resulting from the selected portion of incident
activity in each of the past twelve months of the specified year. This
chart is only available in the bar chart form.

8000

6000

4000

2000

Loss By Month - 2010-$

B ot Loss

[ Total Recove..

[ etioss

MNovember December
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Open Activities by
Disposition

This preset chart does not have any further chart settings and is
only available in the bar chart form. It displays the number of
activities with an Open status colour-coded for specific Disposition
(e.g., Under Investigation) and arranged by the set periods of time
for which the Activity records have been open (e.g., >14-29 days,
>30-59 days).

Open Incidents by
Disposition

This preset chart does not have any further chart settings and is
only available in the bar chart form. It displays the number of
incidents with an Open status colour-coded for specific Disposition
(e.g., Unsolved) and arranged by the set periods of time for which
the Incident records have been open.

Open Cases by
Disposition

This preset chart does not have any further chart settings and is
only available in the bar chart form. It displays the number of cases
without a Closed Date/Time colour-coded for specific Disposition
(e.g., Active) and arranged by the set periods of time for which the
Case records have been open.

When one of these charts is displayed on the Dashboard, you may choose to view the

Activity/Case/Incident data filtered for a specific user. To filter the Activity data for a Record

Owner, or the Case or Incident data for a Case Investigator/Case Manager/Case Supervisor,

click on the plus icon I in the chart section and select the required user from the entity list. To

reset the filter and show the data that applies to all users in the system, click the x icon £2)

|I&' |§|
10

P

?MLMI.

Open Activities By Disposition

EEEON
é}-
3
2

Under Invest...

13 14-29 30-59 &0-85 53173 == 180

Open Assignments by
Due Date

Displays the number of assignments that have not been checked
off as Completed arranged by their closeness to the Due Date (e.g.,
Overdue, Tomorrow, Others).
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Open Assignments by
Type

Displays the number of assignments that have not been checked
off as Completed arranged by specific assignment Type (e.g.,
Correction Notice, Information Request).

When one of these charts is displayed on the Dashboard, you may choose to view the Incident,
Case, and Activity assignment data that have been filtered for a specific recipient of

assignments. To filter the data for a specific Assigned To user, click on the plus icon 5. in the
chart section and select the required user from the entity list. To reset the filter and show the

data that applies to all users in the system, click the x icon .

80

60

40

Open Assignment By Type

61
28 3
11
.
—_— el

2o
mojo
LD |
Insanu|
MailAay
E=TIEYY

Perspective Gauge

Resembles an automobile speedometer gauge, displaying the
proportion of the number of incidents that has been recorded for
the current year to the number of incidents that had been recorded
in the year of your selection effectively comparing the two values.
You can change the compared to year using the chart’s attached

lookup.

The Total Year diagram compares the number of incidents for the
total calendar years (e.g., the periods of January 1 to December 31).

The Year to Date diagram compares the number of incidents for
the years to the current date (e.g., if today’s date is October 1, then
it will compare the periods of January 1 to October 1 only).

The This Month diagram compares the number of incidents for
the current month (e.g., if today is October, then it will compare the

months of October only).
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Appendix B: Text Editor Navigation

In Perspective, there are four types of text editor windows: Narrative Editor, Summary Editor,
Interview Editor, and Send Message. The corresponding editors enable entering and editing of
(typically) large texts that convey incident or case narratives, investigation summaries and
interviews, and descriptive email messages. Typing the content of a narrative, summary, interview,
or email, you can format your text with any of the options available under the editor’s tabs (e.g.,
Narrative, Import/Export, Tools, and Spelling).

r
[Zr | [ = | Marrative Editor — =

MNarrative ImportExport Tools Spelling

Author  Richards, Keith 55| | (9 Sealed

In —
& R SGDML|Er mrymw-u-
i Redo Narrative Type

Accept& Cancel& | Cut Copy Paste = = Normal Page Style Float - .

Return Return = — Criginal Narrative -

Document Edit Format Text Style Narrative
Arial Namow v 12 v = | i= [ 7 100%  ~ [Nomal] -
1 2 2 4 5 G T

L '""'...P"""..""".."""i.""".."""..""".'.""".."""L""‘...'"'

November 25, 2010

+  Onthe 23rd of November, 2010, securty recened a call from the complainant Kathy Howard. Howard stated that her
corporate laptop had been stolenduring a break the previous day, 22nd of November, 2010, while she was away from
her desk.

*  On returning from her lunch break, she found her laptop missing.

m

*  HerPDA was still on her desk. Miss Howard advised that there were noother employees around her area except for
Jeff Bidivn, who is seated in Sedtion 38 ofthe same office (diredly across from section 44). Howard stated that she
asked Jeff Brown of he had seen anyone in her section because her laptop was stolen. Mr. Brown indicated he had not
seen anybody in the area during the time period.

+ Atthistime, there are no direct suspedts in the incident.

lan Davis

ian_davis@advancedsecurity. com o

Richards, Keith

Narrative/Summary/interview tab

& % Click Accept & Return to save the changes made to the document

Accept& Cancel & and return to the main screen of the entry. If you want to discard the
Return Return

Document changes made, click Cancel & Return.

W7 [ ™ | unde | Edit position of parts of the entered text by selecting the portion of the
o ) | 2 P P y selecting the p
Cut Copy Paste text and applying the Cut, Copy, or Paste options. The Undo and

Edit Redo buttons toggle the changes you have made to the document.
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Format appearance of the text by making it bold, italic, or underlined.

r u|=
[E]/= = = | Clear the formatting as needed. Apply the centered, left, right, or
Format justified text alignment.
= T Choose the text highlight and font color. Toggle document views,
Romal et choosing between the Normal, Page Style, or Float (default) view.
Text Style
The Sealed option is available in the Narrative, Summary, and
Interview Editors only. It functions similarly to the Seal/Unseal button
O sealed | 3 in the Viewing pane, by which clicking on it removes/assigns editing
rights from/to the text.
Note: Once you seal the text, and then save and leave the corresponding
record, it can never be unsealed.
Import/Export tab
Alternatively to entering the text yourself, you may choose to Import
&l 2' an existing text document and its formatting into your text field. When
et B finished with editing the text, you may also Export the text as an
Import/Export
autonomous text document in multiple text formats.
Tools tab
: To enhance the content of your text, you can insert tables, images,
[ [l Q; and hyperlinks. To display editing options of the default table frame,
Table image Huperink | select the portion of the table you want to edit and click the Insert
Edit Tools
Table button again.
To edit the structure of your text, use the various Paragraph and Tab
Format options. To format the font of your text and edit available text
: g styles, use the Font Dialog and Style Format dialogs. Some of the
2 E 4 E Y g y I

Paragraph  Tab Font Style
Format Format Dialog Format

most important text editing functions (e.g., text font, size, style,

Edit Tools numbering, tabbing, visibility of formatting symbols) are also
accessible directly from the autonomous toolbar that is located above
the text field and that is not a part of any one particular tab.

- 1~ _H . . . .
=/ =4 | If you want to print your document, click the Print button. To preview
" o2t | the document before printing, click Print Preview.

Print Tools
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Spelling tab

4

Check

Spelling

Although the spell check option is automatically applied to the text
you enter (the incorrect text is underlined with a red wavy line), you
can correct each spelling error one by one using the Spelling dialog
box.

Additional Send Message options

The Send Message editor provides very basic options for editing a short email message that are

all collected under one Mail tab. Typically, this message serves the purpose of providing some
description to an automatically generated attachment that is sent out with the email (e.g., a
record view or an assignment). In this case, the descriptive text will be provided by the system. If
you want, you may, however, edit the default text for it to correspond to the document
requirements set at your organization.

=X ¢

Send Attachments  Priority

Mail Document

To add an attachment to your email or view it, click Attachments. A
window will appear where you can add or remove existing
attachments. Click Proceed to return to the main message screen. To
set a priority for the message you are sending, click Priority and
select from the High, Normal (default), and Low priority option. When
finished with editing of your email message, click Send.

i

5

Format

Options

If you want to format the message details in plain text rather than the
default HTML table, unclick the Format button. By default, the
formatting option is active.
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Appendix C: Data Field Types

Yes/No Fields

Yes/No fields include both checkboxes [¥l and radio buttons & Click a checkbox or radio button
to select it. Once selected, checkboxes will contain a checkmark and radio buttons will contain a
dot.

Date/Time Fields

18/08/2011 12:00 AM = BF X
To enter a date in a Date/Time field, you have the following three options:

) Manually type the date in the field in MM/DD/YYYY format. Place your cursor in the month
section and type two digits for the month, two for the day, and four for the year, using
leading zeros if necessary. Specify the time in TT:TT format adding AM or PM, if relevant.

) Place your cursor anywhere in the date or time field and click on the up and down arrows
attached to the field to increase or decrease the time value accordingly.

o Choose the appropriate date from the field's built-in calendar.

To display the field's calendar, click the calendar icon to the right of the Date/Time field. The
calendar will open on the current month and year with the current day highlighted. Use the

adjacent scrolling arrows to adjust time, month, or year.

If you are running Windows XP or Windows Vista, you may quickly advance the calendar to a
different month or year. Click the appropriate time label to display a list of all the months in the
year (or years) in a decade. Select the desired month or year to advance to the next level of time

hierarchy (i.e., day or month).

‘;‘\h Movermnber, 2000 k 1 2010 ] L] '...-.'. :Jh L]
au "‘T" T”; el T F; 5‘:; ln Feb  Mar  Apr . 20 | 11 2012
7T & § 10 11 12 13 )
14 15 16 17 18 18 2 Miy  Jun Jul Aug 3 24 M5 06
A 2 B M B ®H T :
2 ® 0 1 2 3 4 Sep Ot | Mov | Dec 07 WE 2019
) Today: 03112010 ) Today: 03/11/2010 1 Today: 03/11/2010
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After selecting a date, the calendar will close and the Date/Time field will automatically populate
with the selected date, while the time portion will display 12:00 AM (or 00:00, depending on your
machine’s regional settings).

Note that at any time, you may select the current date by clicking the date marked Today at the
bottom of the calendar, or by right-clicking the calendar and selecting Go to today.

To clear the field of all values, click the Remove button 7 to the right of the Calendar icon.

Lookup List Fields

Security & Safety Systems -

To display all options contained within a lookup list, simply click the down arrow beside the
lookup field or use the keyboard shortcut Alt+1.

For more efficient data entry, you may automatically narrow focus in any lookup list to values
beginning with the letters that you type. Simply start typing the value appropriate for the lookup
field to display a lookup list containing only those values that begin with the letter(s) that you

have typed.
Class Class
ol v pal -
Palicy Vielation [ Paolicy Violation
Procedural

If you are changing a lookup field value, you may hit the Esc key at any time to populate the field

with the value that was saved previously.

Note: If the lookup field is part of a hierarchy, any unsaved field values lower in the hierarchy may

be erased.

Number Fields
Serial Mumber Quantity Recovered Amount Height
ADMIN-55-678 3 ; % 5.000.00 | CDN 5 40r

Perspective includes number fields for both whole numbers and numbers with up to two decimal

places, as well as special fields configured for height, weight, value, and year data.
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In any of these fields, you may type the desired value directly in the field. If up and down arrows
are available, you may use them to adjust the value by increments of one.

Pick List Fields

D) Baker, Jess %3 s

Pick list fields can be populated with values linked from the common database. There are two
ways to link a pick list field to a value from the database.

First, you may start typing an approximate value directly in the pick list field to display a list of
records showing only those values that contain the letter(s) that you have typed.

Note: This option is not available if you are selecting an Investigator.

Linked Person Linked Person

o Bd g X 8, Brown, M e X
Abrams, Terry X Brown, Miks

Bannner, Bruce Brown, Murray

Bowman, Bryant
Bowman, Bryanta
Brown, Murray
Hammeond, Bradley
WWize, Abraham
Wise, Abraham

Second, you may select the data entry from the appropriate Entity List that opens when you click
the Add icon & to the right of the field.

Note: Some Person pick lists only allow persons designated as Perspective users, or Perspective users
with specific privileges (e.g., Investigators) to be selected. In these pick lists, all persons available for
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selection will automatically be displayed in the window, and there will be no option to change the

view.
|| Entity List ===

b - W PRV Y
Wysen, Aaron

DOB: Unknawn Male
Woodsman, Abbott

DOB: Unknown Male

Woods, Victoria

DOB: 07/12/1978 Male

Waoods, Chuck

DOB: 01/01/1980 Female

Woods, Abel

DOB: Unknown Female
Woodcott, Jason

DOB: Unknown

Wolf, Abner

DOB: Unknown Male

" 4 1/4 oo

it} View Details 3 Quick Add o Select &3 Close

If you have a default view specified for the data entity, this view will be displayed in the pick
list. If not, the window will be blank. You may select or change the view by choosing a preset
view from the Entity List lookup. To reset the view to display all records, click the green

arrow icon " .

To find a specific user in the list, start typing the name in the search field to automatically
filter the user list by the letter(s) that you have typed. To apply the filter, click the checkmark
icon ¥ To remove the filter, click the clear icon |* | and then the checkmark icon to view the
original list.

To arrange the list alphabetically, click the A to Z icon ]
To print the list, click the Print icon LH'.

To quickly view a particular entity's record, select the entity in the pick list and click the View
Details button 2. located at the bottom of the dialog box. The record will open in read-only
mode in a separate window. Close the window to return to the pick list.

Note: If you do not have permission to view a particular entity’s record, the View Details button

will be grayed out when you select the entity.
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. Once you have found the correct entity, double-click it, or select it in the pick list and click

the Select button ¥ . The pick list window will close and the field will populate with your

selection.

e Alternatively, if the entity you are looking for does not have an existing record, you may use
the pick list's Quick Add function to create one. Click the Quick Add button 7%, and a blank
data form will open in a separate window. Enter all known information, ensuring that all
required fields (marked red) have been populated, and click Save #l when you are finished.
The Quick Add form and the pick list window will close, and the field will populate with your
entry. You can further edit your entity from there.

Note: The Quick Add function is only available in Item, Person, Organization, and Vehicle pick
lists. Further, some Person pick lists only allow persons designated as Perspective users, or
Perspective users with specific privileges, to be selected, these pick lists do not offer the Quick
Add function.

25 Quick Add Record =N EoR F=x5

7 Save | &3 Cancel

5 { New Person }

General Contactis) Controls

Title First Name Initial Last Name E
Mr. + | |David Linch

Date of Birth Gender Marital Status Designation
2510811980 D HE X | Male *| | Married *| |Ph.D.

Eye Color Hair Calor Height Weight

Blue ~| | Brown - 505" 165 Ibs

Addtional Information

After populating a pick list field with a selected entity, you may click the View Details icon 4 1o
the left of the field to quickly view the entity’s record. The entity’s record will open in read-only
mode in a separate window. If you are not authorized to view the entity’'s record details, you will

receive a message indicating this, and the record will not open.

At any time, you may click the Remove button 7 located next to the Add button to clear the
field of the current selection.
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Multi-Line Text Areas

To enter a value in a text field, type inside the field. For additional options, including cut, copy,
and paste, highlight the applicable text, right-click and select the desired option from the menu.
All multi-line text fields include a spell-check option. Perspective will underline misspelled text in
red. Right-click the applicable text to access suggested spelling corrections. Or, click the ABC
button “¥ on the formatting toolbar, and Perspective will run a spell-check on all words in your

multi-line text area.

Summary
MicrosoftSansS v 3~ I B U = = = = e @

On the above mentioned data and time, the complainant, Kathy Howard,
reported to security that during her lunhc break her lantan was stolen
directly from her office desk. | lunch

]
>

m

Thm mdmn fmmen WT AONT il o~ aam b Ignore S

Ignore All

Spelling
Options

You can use the following tools to format all multi-line text areas in Perspective:

e Font face

e Fontsize

e [talics

e Bold

e Underline

e Text alignment (left, right, or center)

e Bullets

e Numbers

e Hyperlinks
Summary

== %@

e v

Microscft SansS » 8 > I o =

On the above mentioned data and time, the complainant, Kathy Howard, -
reported to security that during B=ld Junch break, her laptop was stolen
directly from her office desk.

m

Tha lamdanm im o ae WTH AAAE it A cenlive ~F &AOA0 A0

Note: By clicking the drop-down arrow on the right of the formatting toolbar, you can individually
hide or show buttons (by hovering on Buttonbar), or you can customize the appearance and

functionality of your toolbar (by selecting Customize...).

==E% 9

o

‘ Add or Remove Buttons - Buttonbar 3

Customize...
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Calendar

To select a date and time using the calendar function, click the calendar button = and navigate
to the day, month, and year you want to select. Click on the date to populate the corresponding

field with the date you have selected.

Closed Date/Time

7 4 October, 2013 8

Sun Mon Tue Wed Thu Frn S5at
29 30 1 2 3 4 5
6 7 3 9 10 11 12
13 14 15 168 17 18 19
20 21 22 23 24 35 2%
27 28 9 11 2
3 4 5 6 7 8 9

[ Today: 10/30/2013
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Appendix D: Chart Wizard

The Chart Wizard tool embedded in the Analysis Expert contains a number of options that allow

you to fully customize your chart. To access the Chart Wizard, click E» wizard on the chart
toolbar, or right-click in the chart area and select Wizard.

[_Il Marital Status by Gender  executed at 21/12/2010 3:24:29 PM, Chart Created at 21/12/2010 3:24:32 PM (=N = |
Eﬁ Cepy to Clipboard [E] Print & Chart Types = Iﬁ:_b Wizard | Clear Themes = | Border | None hd .
Ciiis ? Enter Title
------ [l Pivote Chart
35 I Common-taw
Divorcad
30 I Mz rried
Single
25 ‘Widowed
Data 7 20
- X - Fields
. () LestName 15
| Gender
() Marital Status 10
=Y - Fields 5
~[7] Last Name
-] Gender 0
[ Marital Status Female Male
Chart Data o
Gender 4 Martal Status Last Name |~
emale Common-aw 2 |E|
Female Divorced 1
Female Marmied 2
Female Single 21 -

Data | Chart Data
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Specify your chart options, selecting the appropriate modes from the toolbar on the left. Click
Previous and Next to navigate between the modes.

D S — Chart Wizard Fo - |

Select a chart type group from the combo box. and then choose a chart type.

Chart Type Filier: Auto Run Wizard:
( Chart Type Chart Type Groups: [Currerrt -

-—
Senes Data )

(X Careel [|[Fech /]

Chart Type

. Choose the general Chart Type Group (e.g., Column), and then select the specific Chart
Type (e.g., Column with Perspective).

. Click the Show 3D Types box to see the chart type images in 3D.

Select a chart type group from the combo box. and then choose a chart type.

Chart Type Filter: Auto Run Wizard:
Chart Type Groups: ’Column V] [¥l Show 3D Types
Chart Types:

—_—

1
!.I.IIII

100% Stacked Column

m

Clustered Column Column with Perspective -
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3D

e  To start editing three-dimensional properties of your chart, ensure the 3D Enabled box is
checked.

o Check the Right Angle Axes (Oblique) box to make your X and Y axes perpendicular to
each other. Uncheck the box to set them at an angle other than 90 degrees.

. Drag the chart or alter the numbers in the X and Y Rotation fields to change the viewpoint
of the chart.

o Adjust the degree of Perspective that corresponds to the distance and spatial relationship
of image in relation to you.

e Adjust the degree of the Light or shading applied to the chart.

e Adjust the width between marked values on the X and Y axes under Area Wall Width.

) If your chart includes a series variable, check the Clustered Series box if you want to cluster
the variables separately.

Display your chart as 3D and set rotation angles, perspective and other visual
attributes. You can click on the chart and drag the mouse to rotate the chart.

| 3D Enabled [w] I Current Chart: (click onthe chart to rotate)

[ RightAngle Axes (Oblique) 1]

Rotation: Employees” Marital Status by Gender
- (30 - 30 [rs—
xpo | vpo ] e
Perspechve: 47 | E’:m
Non L Max
Light

3 Non (7 Simplistic (=) Realistic

AreaWall Width: 1
o

Mon Max

Clustered Series ]|
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Appearance

. Under the Style List tab, indicate what color scheme you want to apply to your chart.

StyleList ||| Border |

Advanced -"l

Select chart appearance from the list.

Appearance Styles:

Current Chart

Current
From Designer
EarthTones

GrayScale
SemiTransparent
Excellike
LightBeige

Berry

Chocolate

Fire

GreenBlue

LightSteelBlue

Employees” Marital Status by Gender

. Under the Border tab, choose a Border Style and, if applicable, the Border Color and Fill.

I’ Style List |

Select a chart border.

Advanced -"l

Border Style:

Current Chart

[TitleRoundedinside

Border Color:

]

Border Fill:

() Solid @ Gradien (| Hatc

[ VeticalCenter

Employees’ Marital Status by G

e  Under the Advanced tab, select an element of the chart you would like to edit clicking on

the chart image. In the Line/Border Attributes section, select the Color, Width, and Style

of the line border of the element. In the Back Fill section, adjust the chart elements’
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background colors and color schemes (Solid, Gradient, or Hatch Background). In the

Shadow Size section, set the depth of the shadow for the element.

S LY —

Click on the chart to select different elements like axes. grid lines. tick marks. series
and legend.

Selected Element Current Chart

Legend ]
Fi‘mloyees' Marital Status by Gender

Line/Border Afiributes:
coor IR ]
width:[1 ]2 Syle:
Back Fill:
@ Solid () Gradien () Hatc
BackCoor:| [ ]
SecondColor:| [ |

Gradient Style:

Shadaw Size: 3 | ‘

Series Data

. Under the Series Data tab, add, remove, move, rename, and select Chart Types for the series

variables included in your chart.

| Data Source ||EESSIERICEN

Assign chart series to the selected data source members.
NOTE: Series will be data bound only when you run your application.

Chart Senes: Series Details:
Common arT— Name: Marmi
=
Single Chart Type: wedCo -
Divorced | Down |
Divorced

Series Data:

X Value O

X Value: | (none)
Y Value: |(none)

Axes

e Under the Axis X and Axis Y tabs, assign formatted axes Titles.

. Choose the placement of Tick Marks for axes values.
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Make Grid Lines visible or invisible.
e Apply Interlacing Strips of gray shading to every other grid column or row.
. Make the chart axes reversed.

. Maintain or eliminate any white space between the charted elements and the edges of the
chart area with the Side Margin or Start at Zero option.

o Set the axes Values Type as Numeric or Date/Time.

. Select the correct Axis Labels Formats and the number of Decimals for these values.

SetY axis attributes.

Title: Current Chart

[ of Employees | Fort | ERloyee Marital Status by GRS
) Near (® Center O Far

Tick Marks:
3 MNon (3 Out ) In e Cross
| Grid Lines:
I Interlaced Strips:
l Reversed:
I Start From Zero

K| O){O|| &
% of E mployees
w

Values Type:
(*) Numeric ) DateTime

Axizs Labels Format
Percent ~ |Decimals: 0 2 L—

Legend

. If your chart has a legend, ensure the Legend Visibility box is checked to display the
legend.

) Choose the legend’s presentation Style.

) Select the legend’s position relative to the chart in Docking and Alignment. Check Legend
Inside Plot Area to display the legend inside the chart area.
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Set the legend's visibility, style and position.

[ Legend Visibility: 4] [ CurrentChart
Style: Employees’ Marital Status by Gender
) Column () Row (33 Table
Docking: Alignment
#) Near
) Center
) Far
| Legend Inside Plot Area DI
Point Labels

e  Check Display Point Labels if you want to label charted values for columns, bars, and so
forth. Under Selected Chart, choose to format series of labels for each variable separately or

apply the same formatting to all charted point labels.

. Select the Color and Font of labels.

. Set the Angle and Position of the label text relative to the point charted.

Data point labels are used to display the Y value of data points. You can change
their color, font. angle and position. Use SmartLabels to prevent text overlapping.

Font:

Fiployees' Marital Status by Gender

Microsoft Sans Serf, 6.75 |:|
Angle: |ﬂ |
90 : [ 90
Position:
&[+]=)
®EE)=)
(e][+ ][]

[ Display Point Labels: 4] | Selected Chart A -] |
Color: Current Chart
I |
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Chart Title

. Enter or edit the chart title's Text.

. Choose its Color, Font, and Style.

e  Select the title's position relative to the chart with the Docking and Alignment options.

Set the chart's title, as well as its properties. You can also enter multiple lines of
text by separating the lines using "\n'.

Text

Current Chart

|Ernp|oyee5' Marital Status by Gender |

Appearance:

car. |

Fort:  Microsoft Sans Serf, l:l

Style: [DefaL.lk v]

Docking Alignment
) Near

#) Canter
) Far

Finish

Once the design of your chart is complete, click Finish to exit the Wizard and see your chart
results. Click Cancel to restore the chart to its original view.

100 %

Employees'

Gender

Marital Status by Gender

S Commontaw ERDivorced
I Maried I Widows=d
Tl Single
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Activity

Administrator

Assignment

Authentication

Averted Loss

Banner

Call Category

An activity is an event or series of events with which security
personnel may become involved. In Perspective, activities are
created, scheduled, and assigned to officers or organizations with
the help of the Perspective DispatchLog or Dispatch module.
When an activity has been closed, the corresponding Activity
record is transferred to the Activities component within Data
Forms, where it can be further described, investigated, and
analyzed.

An Administrator sets up Perspective, changes settings, and
assigns security protocols to users. Administrators have the
highest level of access to all records, forms, and fields; they have
no visibility or access restrictions within the program.

An assignment is a task that is given to a user by his or her
supervisor. Only authorized users can create assignments.

Authentication refers to a security measure requiring a user to
enter proof of identity (e.g., a User Name and Password) before
accessing a network, program, file, or other information.

In Incident and Case records, a loss that is associated with an
involved entity and that is avoided in the course of an incident as
a result of a preventative action.

A banner is a long rectangular button that opens a new section of
the program when clicked (e.g., the Data Forms banner, the
Analysis Expert banner).

A Call Category rollup describes an activity according to its type
specifications: Level 1, Level 2, and Level 3. Call Category rollups
are hierarchical, meaning that the option selected in the first level
of the hierarchy, Level 1, determines what options are available in
the second level of the hierarchy, Level 2, and so forth.
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Call Code A Call Code is a combination of alphanumeric symbols that are
used in your organization to code the Call Category, optionally
combined with the call's Priority and Site. In Perspective, entering
a call code on the new Activity record form will populate the Call
Category, Priority, and Site fields. Also, entering the three latter
fields may automatically calculate the appropriate Call Code,
given its availability in the system. The Call Code specifications
can be set in the Administration component of Perspective.

Case A case is a grouping of incidents related by person, item, location,
class, or other commonality, generally requiring further
investigation. (Case management is only available in the ICM and
EIM Editions of Perspective.)

Chain of Custody Chain of custody refers to the complete and thorough
documentation of an evidence piece’s seizure or collection,
possession, control, transfer, and disposition. When the process is
carried out correctly, documented chain of custody verifies that a
piece of evidence is authentic, that the evidence is indeed
connected to a particular incident, involved person, or
organization, and that the evidence has not been tampered with,
compromised, or misplaced at any point from its initial collection
to its appearance in court.

Child Data Child data refers to the data that are recorded on Perspective’s
subforms, or that could potentially correspond to more than one
referent. Examples of child data include information about

involved Persons, involved Vehicles, and so on.

Child Node A child node is a node that can only be accessed when its
associated parent node has been expanded.

Class Rollup A Class Rollup describes an incident according to its Class,
Category, Subcategory, and/or Type. Class Rollups are
hierarchical, meaning that the option selected in the first level of
the hierarchy, Class, determines what options are available in the

second level of the hierarchy, Category, and so forth.

Client A client computer is the computer used to access a software
program or application. It is connected to a network of other
computers and may request information from a remote

computer, called a server, in order to run the application.
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Component

Dashboard

Data

Data Entry

Database

Database
Management System
(DBS)

Desktop

Dialog Box

Dispatch

A component is a program subdivision represented by a specific
type of form. For example, the Data Forms component of
Perspective contains such forms, or components, as Incidents,
Cases, Activities, Items, etc. The components within Data Forms
are graphically represented by banners accessible from the
Navigation pane.

The Dashboard is like the Home page or main screen of
Perspective. It displays charts summarizing incident information,

as well as messages and assignments from supervisors.
Data is information.

Data entry is the process of placing information, or data, in a
database. This is usually accomplished by typing data into fields
in data forms.

A database is a collection of data stored in a structured format. A
database might be compared to an electronic filing cabinet.
Databases are often organized into tables that store related
information in the form of records (e.g., Incident records, Person
records, Item records).

A program that allows you to manage information in databases.

Generally, when a computer is turned on, the screen opens on the
desktop. This is the area where icon shortcuts are found,
including My Computer and the Recycle Bin. All types of files can

be saved onto the desktop.

A dialog box is a window that appears on screen when a
particular selection is made. It generally provides further options

for the selected program feature.

Dispatch has the core functionality of DispatchLog, but is a
separately managed application that, like DispatchLog, enables
Security Departments to quickly and easily dispatch personnel
and agencies, and to create work orders associated with
dispatching activities.
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DispatchLog

Drop-Down

e-Incident

e-Report

DispatchLog is an integrated module of Perspective that enables
Security Departments to quickly and easily dispatch personnel
and agencies, and to create work orders associated with
dispatching activities. As calls come in, you may use DispatchLog
to easily track the location, category, and priority of the activities,
and to keep up-to-the-minute records on your officers’ activities,
including which officers are available for response, when they
arrive on scene, and when they return. Once an activity has been
closed in DispatchLog, it is transferred to the Activities
component of Data Forms, where it can be further described and
investigated. The banner that opens DispatchlLog is located on
the Navigation pane.

A drop-down list, or menu, offers a range of selections that have
been condensed to save screen space. Click on the down arrow
on the right side of a drop-down field, and the field will expand
to display a list of options. Select an option by clicking it.

An e-Incident is an electronic Incident report. It may be created in
one of Perspective's optional modules (e.g., Perspective
e-Reporting or Perspective Portal), or it may be imported via
Perspective's Import Manager tool.

An e-Report is an electronic Incident report submitted from Portal
by an employee to inform an employer of an incident or
suspicious activity. Once an e-Report reaches the Gateway, it is
assessed to determine whether or not it should be accepted as a

valid Incident record.
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Electronic Report

Entity

Entity Record

Export

Exposure

Field

Filter

An electronic report is an Incident, Item, Person, Organization, or
Vehicle report submitted electronically to the Gateway. Electronic
reports may arrive from a number of sources. Incident reports
may be submitted from Portal. Incident reports, as well as Item,
Person, Organization, or Vehicle reports, may be imported using
Perspective’'s Gateway access point. Once an electronic report
reaches the Gateway, it is assessed to determine whether or not it
should be accepted as a valid Incident, Item, Person,
Organization, or Vehicle record.

An entity is an object, person, event, or other concept that
provides information about a larger category recorded in
Perspective. For example, in order to create a detailed Incident
record, you may need to enter involved persons and items,
attachments, assignments, losses, or pieces of evidence that help
to create a full picture of the larger category—the incident.

An entity record is a collection of data related to a particular
entity (e.g., the record of an Involved Person, Assignment, Loss).
In Perspective, entity records are stored as rows in a table that
can be expanded into editable, or viewable, subforms.

To export a file is to convert a file created in one software
program or application into a format that is usable in another
application. For example, exporting a set of query results to
Microsoft® Excel® involves converting the results into a format
suitable for use in Excel.

In Incident and Case records, the amount of potential monetary

loss associated with an involved entity.

A field is an element within a form that allows you to enter or
access a specific nugget of information related to the record type.
One field in an address record might be Street.

When filters are applied in directory searches, they tell the
program to return only records in which the content of a specific
field matches the criteria set by the user.
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Focal Point Perspective Focal Point is an optional module of Perspective,
offering instant access to incident, investigation, and case data,
summarized in a series of dynamic charts and graphs. Users can
analyze their data to see the big picture, or drill down to review
specific details, getting the facts they need, while uncovering
areas of concern and sudden trends.

Form A form is a part of the user interface that allows you to interact
with the information contained in the database via a screen
populated with related fields and designed to perform specific
program functions, like reporting an incident, conducting
searches, preparing reports, and so forth.

Gateway The Gateway serves as an inbox for all electronic reports
generated using Perspective’s Portal. Once an electronic report
lands in the Gateway, the Gateway Administrator and/or Gateway
Approver are responsible for assessing it and determining
whether or not the report should be accepted into Perspective as
a valid Incident, Item, Person, Organization, or Vehicle record.

Gateway The Gateway Administrator initially reviews all new electronic

Administrator Incident reports (e-Incidents) submitted to the Gateway. The
Gateway Administrator can edit e-Incidents, including
customizing their security controls, and can either assign them to
a Gateway Approver for follow-up or delete them from the
system. For all other imported reports (Item, Person,
Organization, or Vehicle), the Gateway Administrator may make
them available within Perspective for authorized users to add to
the main database, or delete them from the system.
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Gateway Approver

Grid

Hierarchy

Hyperlink

Icon

Import

Incident

The Gateway Approver is responsible for following up on all
e-Incidents he or she has been assigned by the Gateway
Administrator. The Gateway Approver can edit e-Incidents, and
can either accept them into Perspective as valid Incident records,
or send them back to the Gateway Administrator for
reassignment. If an e-Incident contains insufficient information to
accept or reject it, the Approver can store the e-Incident in a
Pending folder for review at a later date. For all other imported
reports (Item, Person, Organization, or Vehicle), like the Gateway
Administrator, the Gateway Approver may make them available
within Perspective for authorized users to add to the main
database or delete them from the system.

Search results and query results display in the form of a grid, or
list, with each entity occupying a row.

A hierarchy is organized into successive levels, or layers, with each
level subject to the preceding levels in the hierarchy. For example,
the Class Rollup is divided into four fields ordered hierarchically
(Class, Category, Subcategory, and Type); a selection made in the
Class field determines what options are available in the Category
field, and so forth.

A hyperlink refers to an image or a string of text that retrieves a

file, Web page, or other related information when clicked.

An icon is a small graphic used to represent a particular file,
program, or function. Clicking the icon will open the file or
program, or perform the appropriate function.

To import a file is to bring a file into the currently active
application. For example, importing an electronic report into the
Gateway involves converting the file into a format that is usable
within Perspective, and then uploading the properly formatted

file into the Gateway.

An incident is an unusual action or situation affecting persons or
property, either accidental or purposeful, which requires notice or

follow-up by a security or human resources department.
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Integration Services

Interface

Investigation

Investigator

Label Set

Language

Link

Link Chart

Perspective Integration Services is a Web Service Application
Programming Interface (API) that is designed as a tool for
communicating with Perspective data across multiple external
interfaces or systems. Integration Services enables secure
creation, reading, updating, deleting, and querying of Perspective
data across the supported systems.

Interface in Perspective refers to the visual on-screen means (e.g.,
windows, dialog boxes, buttons, banners, panes, or icons) by
which Perspective modules and components communicate with
the user to allow for a seamless entry, display, analysis, and
transfer of data.

An investigation is a follow-up or close examination of an
incident (or of a case linked to one or more incidents) in order to
gather facts and learn more about the incident’s causes, sequence
of events, involvements, and so forth. (Investigation management
and case management are only available in the ICM and EIM
Editions of Perspective.)

An investigator is a person assigned to work on the investigation
of an incident (or of a case linked to one or more incidents).
Within Perspective, users designated as investigators are
permitted access to investigation forms, tabs and functions.
(Investigation management and case management are only
available in the ICM and EIM Editions of Perspective.)

See Language.

In Perspective, a language refers to a set of field labels. Custom
languages with unique field labels can be created and assigned to
particular users. The default language, or label set, in Perspective

is System English.
A link is a connection to a specific file, form, or program level.

A link chart, in Perspective Visual Analysis, visually represents the
involvements and associations between related Incident, Case,
Item, Person, Organization, and Vehicle records. Icons signify the
record entities, and colored lines identify the nature of their

relationships.
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Listing Pane

Logic Formula

Lookup List
Narrative

Navigate

Navigation Pane

Net Loss

No Impact Loss

The Listing pane is the area of Perspective where users view lists
of records available for selection; the record entity displayed
depends on the selection made in the Navigation pane. The
Listing pane is located in the middle of the screen, between the
Navigation pane and the Viewing pane.

A logic formula expresses the reasoning Perspective will use when
applying search criteria. It uses letter symbols to represent each
set of search criteria and applies AND/OR operators and
parentheses to define the relationship of search criteria to each
other. For example, the simple logic formula (A AND B) shows
that Perspective will only search for results that meet both criteria
A and B; in order to include results that meet criterion A or
criterion B, the logic formula would need to be modified.

See Drop-Down.
A narrative is the story or explanation of an event.

To navigate a program refers to using navigational tools, such as
menus, buttons, tabs, and links to move between windows and
other structural elements of the program.

The Navigation pane is the area of Perspective where users
navigate to major program components (e.g., the Dashboard,
Data Forms, Analysis Expert), and, to some extent, within the
program components. The Navigation pane is located on the left

side of the screen.

In Incident and Case records, the value determined by subtracting

the Total Recovered amount (if any) from the Total Loss amount.

In Incident and Case records, any loss that has been associated
with an incident that has either been prevented, or remains a

potential loss and, hence, does not impact the Net Loss amount.
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Node

Officer

Officer Alert

Operator

Organization

A node is a point of intersection in a tree that allows users to
navigate through the tree to access increasingly specific levels of
data or program function. A node can be identified by the small
square box to the left of its position in the tree. Clicking the box
when it has a plus (+) sign inside will expand the entity and
display all its sub-entities underneath. Clicking the box when it
has a minus (-) sign inside will collapse all the sub-entities and
hide them under the main entity. When a sub-entity also has a
small square box to its left, it is known as a child node.

An officer is a security personnel representative who can be
dispatched and responds to activities created in Perspective
DispatchLog.

In Perspective DispatchLog or Dispatch, an Officer alert
determines the amount of time set for a dispatched officer to
respond to an activity when the officer reaches a specific Status
(e.g., On Route, On Scene), Location, and/or when the activity's
Priority matches a specific priority set in the Officer alert. The
combination of settings that triggers a specific Officer alert can
be set in the Administration component of Perspective. Once
activated in DispatchLog or Dispatch, the settings defined for the
alert will cause the Officer alert timer to start counting the time
for the officer to respond to the current combination of

conditions before their status must be modified.

An operator is used to create a more refined search. Like the
calculation symbols used in mathematical formulae, where
operators define the relationship between the formula’s parts
(e.g., A'is equal to B), operators in Perspective express the
relationship of the field to the value when setting search criteria.
For example, if the Class field is selected and Criminal is the
chosen value, an operator of equal to would stipulate that any
records appearing in your search results would have a Class equal
to Criminal. Examples of other operators include not equal to, less

than, starts with, and like.

In the context of Perspective, an organization is any agency,
company, or group.
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Organizational Rollup An organizational rollup indicates the company division or region
that a user belongs to, or when assigned to a record, the
particular division or region that is permitted to access the record.
A user can only view records with the same, or lower,
organizational rollup as his or her own. Organizational rollups are
multi-tier or hierarchical; the option selected in the first tier
determines what options are available in the second tier, and so
forth. Moving down the hierarchy, organizational rollups become
increasingly specific. A user with an organizational rollup higher
on the hierarchy will have greater access to records than a user
with a more specific organizational rollup lower on the hierarchy.

Pane A pane is an area within an on-screen window that contains
specific type of information in the form of interconnected files,
fields, messages, banners, buttons, formulae, or other
information. For example, Data Forms interface is expressed
through the functionalities contained in the Navigation, Listing,
and Viewing panes.

Parent Data Parent data refers to the basic data that are recorded on
Perspective’s main forms, or that correspond to only one referent.
Examples of parent data include, but are not limited to, an
incident’s Class, Site, Business Unit, Reported Date/Time, Status,
and Created by User.

Pick List A pick list requires users to select an incident, item, person,
organization, or vehicle from a range of records displayed in a
separate window. (In the ICM and EIM Editions, case pick lists are
also available.) If the desired entity does not appear in the pick
list, some pick lists allow users to create a new entity record for
selection. A pick list effectively links data entered in a field to an
entity record. Click on the green Add icon on the right side of a
pick list field to display a window containing a list of records for
selection. Once a record is selected, the window will close and the
pick list field will automatically populate with the record’'s name.

Pop-Up A pop-up is a window that opens automatically when a particular

option is selected in the previous window.

m © Resolver Inc. Confidential. Do not distribute. Page 340 of 354



Perspective User's Guide

Glossary

Portal

Priority

Query

Quick Find

Radio Button

Record

Record View

Perspective Portal is a module for Perspective, enabling any
employee, onsite or in a distant location, to report an incident or
suspicious activity as soon as it occurs, through the Portal
webpage set up specifically for their workgroup. Once an
electronic report has been submitted from Portal, it lands in the
Perspective Gateway, where it is assessed to determine whether
or not it should be accepted as a valid Incident record.

The level of importance assigned to an incident, activity, or email
message (e.g., High, Low, or Normal). The list of available priority
levels can be set in the Administration component of Perspective.

A query is a request for information. In Analysis Expert, when the
Execute button is clicked, the program sends a message to the
database where all information is stored, requesting results
matching the query’s specified criteria.

The Quick Find tool allows users to easily locate records
containing a particular text string. Quick Find searches text fields
across the Perspective database (such as summaries, narratives,
and text attachments) for the word or phrase specified, and
returns a comprehensive list of records for review.

A radio button allows users to select one option out of a set of
options. Before a radio button has been selected, it will look like
an open circle, and after it is selected, a dot will appear inside the
circle. Once a user has selected one radio button, selecting any

other radio button in the same set will deselect the first option.

A record is a subsection of database, holding information about
one entity or a member of a category within the database that is
stored as one unit (e.g., an Incident, Activity, Item, or Person

record).

A record view is a particular list of records that a user is permitted
to access. In Perspective, users are able to create and save their
own customized record views in the Data Forms component,
allowing them to better organize and manage the records they

need to view on an ongoing basis.
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Recovery

Regulated Time to Act
(RTA) Alert

Ribbon

Role

In Incident and Case records, an entity that corresponds to a loss
amount associated with an incident that has been restored or
regained, as a result of an action that had been implemented
after the incident took place.

In Perspective DispatchLog or Dispatch, a Regulated Time to Act
alert determines the amount of time set for a dispatcher to react
to and modify an activity when the dispatched officer reaches a
specific Status (e.g., On Route, On Scene), Location, and/or when
the activity's Priority matches a specific priority set in the
Regulated Time to Act alert. The combination of settings that
triggers a specific RTA alert can be set in the Administration
component of Perspective. Once activated in DispatchLog or
Dispatch, the settings defined for the alert will cause the RTA
timer to start counting the time the dispatcher is left to check,
and modify, the status of the dispatched officer in Perspective
DispatchLog or Dispatch.

The Ribbon locates the most frequently used general
administration, navigation, help, and search tools for you to refer
to sections of the integrated Help files. In the Data Forms
component, the Visual Analysis icon is added, which assists in
visual representation of relationships between the records stored
in the Perspective’s database. In the Analysis Expert component,
the Ribbon is populated with an additional set of icons that
perform saving, adding, cloning, deletion, sharing, and execution
of queries.

Every user is assigned to a role, which determines how much
access the user has to Perspective's functions and features, and
what he or she uses the program for. Examples of roles include
Administrator, Investigator, or General User. (The Investigator role
is only available in the ICM and EIM Editions of Perspective.)
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Screen

Search

Search Engine

Server

Sigma (%)

A rollup is also known as a multi-tier or hierarchical lookup list.
Rollups are used to streamline the options and functions available
to users when making selections from related lookup lists. Each
rollup has up to four tiers. The first tier is known as the Root; the
option selected in this first tier determines what options are
available in the second tier, and so forth. A higher tier in the
hierarchy is known as a Parent field and a lower tier is known as a
Child field. Any Child fields that are on the same tier of the
hierarchy are called Sibling fields.

A screen is a display of some portion of the program on your
computer monitor. The term screen may be used to refer to the
main program screen, a program form, or a subform (e.g., the
Data Forms main screen, an Involved Item screen, the Analysis
Expert screen).

To search a database refers to the process by which the software
program looks for data meeting the criteria specified by the user.

A search engine is a computer program that retrieves files or data
from a database based on specified search criteria.

A server is a computer that shares information with client
computers in a network to help process a software program or
application. The term server may refer to either the machine that
shares the information, or to a particular software program
designed for this purpose.

Sigma is the Greek symbol for sum. In Analysis Expert, the sigma
symbol appears on the heading of a column when Group By is
clicked, indicating that the data in the column can be added
together.
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Standard Operating A part of Perspective’s interface that provides guidance on the

Procedures (SOP) course of actions in case of an activity with a specific Call
Category, Location, and/or Status. The Standard Operating
Procedures can be described in the Administration component of
Perspective with the help of a brief description, a standardized
checklist of actions to be performed under the specified activity
conditions, additional attachments, hyperlinks, and automated
notifications. The created SOP rule will subsequently feature in
Activity records that correspond to the settings specified in both
Perspective’s Activity data forms and the SOP component in
Perspective DispatchLog or Dispatch.

Status Bar The Status bar is a part of Perspective's interface that displays
your system and login information, including your username, role
name, as well as Perspective’s system and connection statuses
(e.g., Connected/ Disconnected). The Status bar is located at the
bottom of the screen.

Sub-Administrator A Sub-Administrator is permitted to create user accounts and
modify User Details and User Defaults, but only for users who are
within their default workgroup and who have the same (or lower)

access level and organizational rollup as their own.

Subform A subform is a sub-tabbed screen that contains child data,
allowing you to enter a large amount of detailed information
about an entity in an organized and coherent manner. A subform
can only be accessed through its associated parent form. Like its
parent form, the subform is designed to perform specific program
functions (e.g., recording an involved person, registering a piece
of evidence).

Sub-tab A sub-tab is a tab that can only be accessed through a parent tab
when navigating a form. For example, in the Incident form, the
Involvements tab has four sub-tabs: Persons, Organizations,
Vehicles, and Items.

Supervisor A supervisor is permitted to access the Controls tab on all
records. Among other things, this allows the supervisor to change
the workgroups, organizational rollups, and access levels of
records at will.
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Tab A tab in Perspective is used to mark a particular section within a
data form. It looks like and operates like a tab in a file folder. To
access the contents of a tab, users must simply click on the tab.

Table A structure within a database designed for storing related
information, often in the form of records or entity records. Simple
databases may contain only one table; complex databases

contain many.

Toolbar A row of icons that activate functions or options when clicked.
(e.g., The Ribbon).

Total Loss In Incident and Case records, the sum value of all Loss amounts
associated with an incident that corresponds to losses that
actually took place.

Tree A tree is a hierarchical structure representing the links and
relationships between program components. For example,
expanding a single node reveals child nodes, which in turn yield
further entities, until the user arrives at individual fields
containing precise pieces of data. The hierarchical relationship
between all these pieces, essentially a navigation map of one
particular area of the program, can be described as a tree.

User A user is a person who uses Perspective, and has his or her own

User Name and Password to access the program.

User Defined Field A UDF is a special field developed by an organization to meet
(UDF) their specific needs.

Value A value is the specific information, or data, entered into a field.
Vehicle Identification VIN is a unique tracking number that serves to identify a vehicle.

Number (VIN)

Viewing Pane The Viewing pane is the area of Perspective where users view
record contents. (Depending on their user privileges, users may
also be authorized to edit, delete, or add records in the Viewing
pane.) The record displayed in the Viewing pane depends on
selections made in the Navigation pane and the Listing pane. The
Viewing pane is located on the right side of the screen.

m © Resolver Inc. Confidential. Do not distribute. Page 345 of 354



Perspective User’s Guide Glossary

Visual Analysis Perspective Visual Analysis allows data relationships between
Incident, Case, Item, Person, Organization, or Vehicle records to
be rendered into powerful visual link charts. These visual
elements can easily be analyzed and interpreted, bringing clarity
to complex investigations and scenarios.

Window A window is an enclosed rectangular on-screen viewing area that
displays programs, files, fields, messages, or Web sites
independently of other on-screen areas.

Workgroup A workgroup, in Perspective, segregates users by department,
division, corporate level, region, or any other criteria an
organization wishes to use, and allows an organization to limit
users’ access to data. Users can only access records assigned to
their respective workgroups.
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